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FOREWORD

L] .

The California School” Accounting Manual, 1973 edition, has been prepared for use in
California public schools by the.California State Department of Education, with the
cooperatlon and help of the California Association of School Business Officials, under the
guxdance and direction of the Educational \ianagi[nent ind Evaluation Commission. The
California State Board of Education, acting under the provisions of Education Code Section
17199, has approved it as the official manual for ‘California public school accounting.

The accduntmg procedures outlined in this official manual have been field-tested by
those responsible for California public school accounting. We know that the officials
responsible for the accounting practices employed by California public schools are qualified
to do their work well. We are therefore certain that the work of these officials, as evidenced
in the California School Accounting Manual, will meet with the hearty approval of all who
have responsibility for the operation of California public schools.’

.~
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California 'school districts are required by law to prepare financial reports and annual
budgets that show all purposes for which the districts will need financial support. These
reports and budgets are;prepared on forms prescribed by the Superintengent of Public
Instru¢tion. The county superintendents of schools are required to make asnual financial
reports to the Superintendent of Public Instruction which show fog each school district in
their respective counties the amounts expended for each classification of expendlture
designated by the Superintendent of Public Instruction. .

The California Association of School Business Officials has for a number of years been

cooperating with the State Department of Educgtion in the prepgration of, the accounting |

manuals that have been published. by the Department of Education for use by the school
districts and offices of the county superintendents of schools. The first of these, Hundbugh
of Instructions for the Classification of School Expendituress,-was published in 1939. In this
manual the expendlture classification- and _the, insi m;tr*}:tlons conformed with those being
employed. by the United States Office of Education. This handbook contained instructions
. for the classification of expenditures, distinguished between supplies and equipment, and
defined accounting terms. A second handbook, The Accounting of Abatgments of School
Revenue and Expenditure, was published in 1941,

In 1944 the first handbook was revised to contam. the expenditure classification and
procedures then recommended by the United States @ffice of Education. This edition of the
manual, known as the California School Accounting Manual, Parts I-11°, was then revised in
1951 to sgcure additidnal segregation of expenditure classes and to prowde clarification gf.
the instruCtions. A supplemental ‘ guide, Supplement to' Califorma School Accounting

Manual, published in 1954, was devoted to general ledger and stores system accountmg, and

to classification of income.

In 1957 the United States Office of Education published Financial Accounting for Local
any State School Systems . Standard Receipt and Expenditure Accounts, which was
int¢nded as a guide for nationwide standardization of accounting practice$. Although certain

ifornia la%vs practices, and procedures made.it impractical, if ot impossible, to,adopt all
the procedures recommended in this publication, in 1961 the Califorma Schoal Accounting
Maual
recommendatlons This revision contaified four parts. “Income™, “Expenditures”, “Equlp—
ment Supplies, Improvement of Siges, Bulldmg Fixtures, and Semce Systems”, and “Stores
System Procedures, Controls, and Accounting.”

The 1964 edition of the Califuornia School Accounting Manual contained three new parts
developed by accounting committees of the California Association of Public School Business
Officials: “General Ledger Accounting,” “Program Cost Accounting,” and “Accounting

Terminology.”
In 1966 the California School Accounting Manual, Part I, “Income,”

prov1de mcome accounts for the many new federal programs.

was revised to

was revised wherein possible in terms of .the United States Office of Education °




The 1968 and 1971 editions served.to update the 1966 edition. ‘
.The 1973 edition of the Cufifornu Schovl Accounting Manual completely revises the
prevnously established school accounting system. It establishes procedures and codes for the

aceounting of income and.expenditures by object, rather than by mmﬂwm?wm
provides max1mum flexibility, as the object accounts may be combined in any number of
ways to"illuminate many different kinds of programs. . .

Upon recommendation of the Educational'Management and Evaluation Commissibn, this
edition of the manual has been approved in ac cordame with Education Cogle Section 17199
by the Cahfomla State Board of Educatlon as the official accounting manual for, California
public schools. ~ '

The_members of the five sections of the Accounting, Budgeting, and Data Processing
Research committees Qf the California Association of School Business Officials have
provided invaluable assistance to the State Departrthent of Education in its endeavor to

produce this new accounting manual. The State Department of Education staff prepared the *

various drafts of the manual, which were reviewed by the Eduuatlonal \Ianagemcnt and
Evaluatlon Commission. : ™~ .
The 1973 edition of the Cdltjurma School Accounting Llamzal provides methods to
account for income and expenditures in instructional and support programs. Account codes
and required accounting and reporting procedures are presénted in Parts I, I1, I1I, and IV of
this manual. Parts V and VI provide recommended procedures for stores systems and general
ledger accounting. It is intended that this accounting manual provide the procedures and
methods for school business officials to develop any kind of financial infdrmation requested
by those local, county, and state .agencies responsible for the management of education in

California. . , e
\ . . @ s
EDWIN H. HARPER . . JACQUE T: ROSS -
Deputy Supermtenqent of Public Instrucuon Cluef Bureau of School
for Adnunistration . Apportionmeqits and Reports
I
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INTRODUCTION

: f’) *
Today we are in the midst of a great upsurge of
public interest in school programs, budgets, and
finance., Schiools are performing new services that

previously were not part of public education. In

this environment educators need tools to interpret
educational prograims to their communities and to
legislators. Some of the needed tools are precise
accounting terms that are easily understood._’l‘hese
tools enable educators to lligllligh(sethe many
programs in a school system and toNgelate these
programs to their costs. T

Definitive costs such as teacliers " saluries are easy
to understand, however, they give only part of the
financial picture. The other part is the activity or
program, comprised of vbject expenditures such as
textbooks and supplies. These objects are pur-
chased and are charged to the program they serve.
This procedure is known as uccounting by pro-
grum, progrdm docounting, or  program  cost
accounting. :

Parallel to program accounting as a concept is
program budgeting. defined as a grouping of pro-
posed expenditures and anticipated income accord-
ing to the series of activities or program they are
intended to support. When objects of expenditure
are so grouped, they form a program expenditure
budget. After expenditures have been made, they
may be analyzed according to the same object
classifications used in the program budget to give a
complete picture of the program as budgeted and
as actually carried out. ’

A program budget lists and summarizes what is
needed to accomplish program aims. The number
of teachers is determined, and their salaries are
estimated. Textbooks, “supplies, equipment, and
other requirements are listed along with their cost
estimates. The total reguirements constitute the
program expend'iturt} budget. This process pro-
duces a list of objects of expenditure that is

meaningful to ‘educators, members of governing
boards, legislators, and the community. Thus, with
varying degrees of refinement, the program budget-
ing process is essentially one of listing the objects,.
needed té accompysh the program’s aims. This
process is presently used by school districts receiv-
ing categorical aid. -~

, This accounting manual presents ~a- format for '
collecting and presenting data that can be used in a
variety of ways to serve the educational purposes
of school- districts and the state. The manual
provides maximum flexibility to districts, because -
its object accounts can be combined in any number
of ways to illuminate many different kinds of
programs. The district defines its programs and the
district decides exactly how object items are to be
combined. Therefore, the accounting manual pro-
vides the flexibility to budget, account for, and
report the costs of whatever programs are operated
in California school districts. .

Special Fez;tures of School Accounting‘

Fundamental principles of accounting theory
apply to governmental accounting, including public
school accounting, as well as to commercial
accounting. The basic principles are as follows:

Uniform nomenclature, adequate to satisfy tech-

nical requirements yet unterstandable to’the
layman, should be used.

Data should be organized in a manner conducive

to prompt and accurate preparation of reports
and financial statements?

A double entry set "of accounts sliould “be
maintained on a modified cashr basis.

The accounting system should be organizeg ina
manner that will facilitate an efficient prepa-
ration of the periodic audit.

11 - -
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The records should help guarantee that expendi-
tures will be made according to legislative,
administrative, and governing board intent.

.Data shopld be organized ~to- facilitate —the—

preparation of future budgets.

- »
The special features of school accounting are
presented and discussed in this section. '

Fixed Assets Records )

Although fixed asseds of a school district have
little or no bearing on a district’s solvency, records
should be maintained fo account for fixed assets;
e.g., investments in land, ground improvements,
buildings, and equipment. The records provide
basic infonnation for administrative control and
insurance valuation purposes.

‘Fixed asset accountS should be ~charged with
capital outlay expenditures from all funds either

. curréhtly-or by a summary entry at the endof each
fiscal year. At the same time, a reserve account
entitled “Investment in Fixed Assets” should be
credited with a like amount. Fixed asset retire-

ments and adjus(ments are treated in a similar

manner by appropriate charges or credits to these
accounts . .
Depreciation records on ﬁxcd assets generally

are not maintained in tax-supported agencies
" except in the public utility type of agency.

Memorandum depreciation records may be main-

tained if desired to reflect future hablhty for fixed

asset replacement‘ .

Long-term Liabilities

The long-tetm financing of a government unit is
different from private enterprise in that the honds
issued by a business concern are usually secured by
the fixed assets of the issuing concern. Govern-

mental bonds are dependent for security jpen the”

ability of the school district to raise money
through taxation.

Bonded debt accounts are maintained by the
county auditor, and data are usually furnished the
school district annually regarding the budget
requirements for the Bond Interest and Redemp-
tion Fund. However, school districts should keep
memorandum records of the bonded debt in order
to have at hand complete data regarding such

for bond redemption and interest, and potentiql

-additional bonding capacity of the district.
’ ]

Revenue <

The National Committee on Municipal Account-
ing defines revenue as “additions to assets which
do not increase any liability, nor represent the
recovery of an expenditure, nor represent the
cancellation of labilities without a corresponding
increase in other liabilities or a decrease in assets.”
Furthermore, it notes that “revenue- refers to an
[increase in the net resources or surplus of a fund.”
‘The committee also point¢ out that not all
increases in the net resources of a particular fund
“result in an increase in the net resources of the
municipality as a whole, since the resources of
another fund may decrease corrgspondingly.”

Fund revenues are ordinarily classified as to
source, such as federal subvention, state apportion-
ments, or distrjct taxes.

_| Expenditures

Expenditures, represent charges against appropri-
ations. If the accounts are kept on thje accrual
basis, the term expenditures includes total charges
incurred, whether paid or unpaid. When the:

" accounts are kept on a cash basis, the term covers

indebtedness, present and future tax requirements

. VA

xii

only the actual cash disbursements.

*+

Appropriations

An appropriation is*an allocation of funds,
income, or estimated income made by the govern-
ing board of the school district for specific
purposes, usuallylhmlted as to the time when it

- may be expended .

Appropriations made by the governing board
authorize the school district to spend certain sums
of money, for definite activities. An appropriation
specifies in some detail the exact purposes for
which_expenditures may be made, the amount to

‘be spent, and the period of time during which the

expenditures are to be made.

Even though expenditures are carefully planned,
changes in appropriations are sometimes necessary.
Certajn contingencies may arise’ that require addi-
tional appropriations. A contingent reserve (Appro-
priation for Contingencies) is provided from which
the .governing boagfd may authorize transfers to




v

. amount allocated to the appropriation.

activities for Wthh msuffiment funds were pro-
vided in the original appropnanon

. Encumbrances

In order to Keep commitments within the
financial plan, obligations in the form of purchase
or(ﬁzs or contfacts that. are to be met from an

‘ appropnatlon -are recorded as a restriction oj the

approyriation balance. By this means the adminis-
tration has a control to prevent the overexpendi-
ture of an dppropriation.

When encumbrances are-not formally,entered

against the appropriation account, it is possible to
approve commitments that may ef:‘d the

tions cease to be encumbrances'when paid.

Fund Balance
The term fund balance, with suitable quahﬁca—

_tion, is employed /to denote the excess of assets

over liabilities or,{ at other times, excess of re-

sources over the sum of obligations, reserves, and

unencumbered appropriations.

. Fund‘s

- The National Committee on Municipal Account-
ing defines the term fund as a “sum of money or
other resources (gross or net) set aside for the
purp.ose of carrying on spécific activities or attain-
ing certain objectives in accordance with special
regulationis, restrictions, or hm1tatlor}s and consti-
tuting, an independent fiscal and accounting
entity.” Thus, the accounting structure of a fund
may include &ll the usual general ledger accounts;
e.g., assets, liabilities, fund balance, income, expen-
d@res appropriations, and encumbrances. The
réeords may or may not be -physically separated
from other funds, but the fund will be a complete
and’ separater entity vyielding distinct financial
reports, In a number of cases, specific expenditures
may be legally made from two or more different
funds. In a few, instances
transfers from one fundsto another by resolutlon
of the gd¥erning board, 4

Wy
aass,rcayn of Funds 435 ‘

The number of kinds of funds authonze;d by law
may vary from time to time. In addition to’ the

¢

he obliga-

the law authorizes

- . ,

General Fund, some of the typical funds used by
school districts are the Building Fund, State School
Building Fund, and Cafeteria Eund. However,
taking into account the restrictions involved in

. each fund, the greater the number of, funds, the

+

more rigid the financial administration becomes.
Therefore, in the absence of legal requirements, the
‘organizational unit should estabhsh as few funds as
p0851b1e .

Budget

The budget is a proposed plan of expenditures
and the means of financing these expenditures,

we

. taking into account the necessary legal require-

ments. The annual financial and budget reports are
fiscal documents exhibiting actual income and
expenditures of prior fiscal years, the proposed
appropriations for expenditures, and the proposed
sources of income to meet these appropriations for
.the succeeding fiscal year in every fund of the
“school district. -

) Books of Original Entry

Transactions of several kinds are recorded in
documents “such as apportionment notices, cash
receipts, deposit récords, requisitions, purchase
orders, warrants, and warrant registers. These
documents should be employed for direct or
summarized posting to ledger accounts. They
should indicate the accounts affected by account

-name or number. . .

Documents that represent transactions of any
one kind and that are numerous and regularly
recurring are usually recorded consecutively and
chronologically in specialized reglsters These regis-
ters are employed for the accumulation of totals of *
a number. of similar transactions to reduce the
number,of postings to general ledger accounts.

Every accounting system needs a journal or

_system of journal vouchers, other than special

registers, for the first formal recording of those

infrequent entries for which no other provision is_

_made; e'g., opening, adjusting, and closing entries,

and for posting to ledgers. Standard commercial
forms are suitable in many cases.

4
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To meet the state-legal requlrements for school

district budget-and financial information, twé basic
fiscal reports are to be submitted at the end of
each year—an Annual Financial Report and a Cost
Data Report. The Annual Financial Report has
~three distinct parts: (1) Income by Source, (2)
Expenditures by Object, and (3) Expenditures by
General Education, Special Education, and Sup-
port Service Programs.

Annual Financial Report

1. Income by Source The Income by Source
section itemizes Beginning Balance, Income

* byeSource, and Incoming Transfers. This
réporting document is illustrated in, Exhibit
Al

. Expepditures by Object. The Expenditure by

" Object .section itemizes the various classifica-
tions, of Expense, Other Outgo, and Ending
Balance. This’ reporting document is illus-
trated'in Exhibit I-B.!

3. EApenditures by General Education, Special
Edecation, and Support Service Prugrams.
The Expenditure by General Education, Spe-
cial Education, and Support Service Programs
section summarizes the Instructional and Sup-
~port Program costs and Other Outgo. This.
reporting document is illustrated in Exhibit

. I-C." Program classification definitions are
shown in Exhibit I-D.

Cost Data Report . .
The Cost Data Report isused to identify costs
of special projects and other programs as they may
be needed. It itemizes the major objects of
expenditure and support charges to identify the
total costs of programs. This reporting document is
illustrated in Exhibit I-E. This format of reporting
may be of assistance to school districts when they
need program cost mformatlon for management

purposes.

MThe actual Annual Financial Report document will contain
more specific information and_instructions.
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- . Exhibit I-A = Income by Source

-t ’

ANNUAL FIN!\NCIAL REPORT

General + All other Total, all
fund funds funds

BEGINNING BALANCE, JULY 1
" Cash in County Treasu'ry ................................
Cash in Bank(s) (E.C.5758 or 7405 only) ................. ;
Revolving Cash Fund (E.C. 21301-21305, 21320} .. ........ .
Cash Collections Awaiting Deposit {E.C. 17152-17207) ......
Investments in U.S. Bonds (atcost, E.C. 17203} .............. .
Accounts Receivable {repotted on Form J-43-A} ............
Stores e e e e
Prepaid E)gp_ms;é A _ - \
~ OtherCurrent Assets . . ........ocvvvennnnn.. [
TOTALCURRENTASSETS ........... ...t
Less: Current Liabilities and Deferred Income (reported on .
Form J83) oo e e .
NET BEGINNING BALANCE (must agree with Net Ending
2 Balance reported for prior Year}) ...........eeiiineannnn.
Adjustments to Accounts Receivable .....................
Adjustments to Current Liabilities ................ g
ADJUSTED NET BEGINNING BALANCE ................

INCOME BY SOURCE
8100—-8400 Federal Income

8110 Maintenance and Operations (P.L.81-874) ..........
8120 Veterans’ Education ............... ... ..., PO
8130 School Construction (P.L:81815) ................
8140 Education Professions Development Act

(P.L.89-329) .., ..
8150 Economic Opportunity Act (P.L.88-452) .......... -
8160 Elementary and Secondary Education Act ~

(P.L.89-10) ... .t
8170 Emergency Employment Actof 1971..............

' 8210 National Defense Education Act . ............ .

8220 Child NutritionPrograms . ...................... ] .
8230 Manpower Development and Training Act

of 1962 {P.L.87-415) .................... ..
8240 Vocatipnal Education Amendments of

1968 (P.L.90-B76) ... ...coovvviuenneeennnnn, .
8310 Forest Reserve Furids \ .........
8320 Flood Control Funds .......%. ...,
8480 “Miscellaneous Funds” .. ........... ... ...,
8490 Other Federal Income ... .....cocvivvnnnnnn... ‘

Subtotal ..... B r e e

’

8500 Combined Federal and State Income

8520 Preschool Education Aid ........................
, 8530 Children’sCenters ..o .o oo, -
i 8580 “Miscellaneous Funds” .. c.. ...l ’
8590 Other State and Federal Income .................. . £
Subtotal ............... e e g _ 'j&,___

15
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Exhibit I-A (Continued) o \ L ' "
] . e -~ , v ‘ . . -8
. ' . . - , . .
. . _\ X v 7 \'
s ) : : .o General All other « Total, all
.. - - fund funds funds

8600, State Income . —~ .

"8610 Principal Apportionment® ... ...... N : |
8620 Special Purpose Apportionmeat . . .... D - | |
8630 Special Allowances ...... .c..covueerennnnnn. L.

8640 Apportionment for School Facilities ., . ............ v
8650 Apportionment for Children’s Centers ........ . o~
8660 Apportionment for Development Centers ........... :
8670 Tax Relief Subventions .. ......... 2
8680 “Miscellaneous Funds” .. «............. e !
8690 Other State INCOME . ...\ iivniieieaeaeannn. o
Subtotal . ... .. U P ‘
| ' . : Y
8700 County Income . - . .
) 8710 Community College Tuition Tax . ... ....vvvunn. L. :
8720 Equalization Aid Offset TaX ..................... '
T 8730 High School TUIION TaX . v o ov et iee e ieenn e,
8740 County School Tuttion Fund ...... T ]
8750 CONract SEIVICES . ...t ovnees e eeee e
8780 “Miscellaneous Funds” ........... e
8790 Other County Income ... .......... S
Subtotal .. ... e RN —
, 8800 Local Income N
8810 District Taxes .............citiiiiinnnnnnnnn. ,
8820 CityandCounty Taxes . ........ccvvviinnnnn. .. .
8830 Areawide Taxes ... .........ovniraeinnannepnens. !
8840 Sales ’ )
8841 SaleofBonds .............. .. ... ...,
8843 Sale of Equipment and Supplres .. .. S
8843 Sale of Land and Buildings . .[..............
8844 Fgod ServiceSales ...................... : \l
8845 Sale of Publications . .....................
8849 OtherSales ...........coviriiinnennnnn. . ’ ‘
8850 Rentals and Leases ............ ettt
8860 Interest ............... s e . f
8870 Feesand Contracts ........ D - '
8880 “Miscellaneous Funds™ ................ e . .
8890 ‘“Other Local Income .......... e
§ubt6tal e e [
8900 _Incoming Transfers .
8910 Junior High School Tuition ... ..........cvvvut.. ~
' 8920 OthérTuition .v.ovvennenn... b .
, 8930 ‘Interfund Translfers'. e ..
8990 Other Incoming Transfers . ......................
"Subtotal ..ol ‘.,
TOTALINCOME .. ...ttt e e .
TO{I’AL, NET BEGINNING BALANCE i ’ : . .
AND INCOME .. : N




- d T - Exhibit I-B — Expenditures by Object
* \\ ) ‘
' N ’
ANNUAL FINANCIAL REPORT
v ! General Alt other Total, all
EXPENDITURES 8Y OBJECT . ) fund funds funds
1000 Certificated Salaries ’ *
1100 Teachers' Salaries ................ e e .-
1200 School Administrators’ Salaries . ..o .o vveeennea. . A €
1300 Supervisors’ Salaries . ........coovrveeecen. M
1400 Librarians’ Salaries .. ... e, Y e e
1500 Guidance, Welfaré, and Attendance Personnel
SAIATIES « e vttt et i % -
1600 Physical and Mental Health Personnel Salarles .......
1700 Superintendents’ Salaries . ....cvvieiiiiiieons
1800 Other Certificated Salaries of District and Count“y
: Administrative Personne! .................. ... : _
1900 Other Certificated'Salaries ........c.ocvvunen.n.. ' , -
SUDLOtAl .t i e aee e L. .. —_
2000 Classified Salarjes X
2100 Instructional Aldes for Direct Teaching Assnstance
Salaries . .t e e e e e i
2200 Classified Salayfes of County Superintendents’ Offices ’
‘ and District Adminstrative Personnel ............. §
2300 Clericsl agé Other Office Persgmnel Salaries .........
2400 Maintenance and Operations Personnel Salaries, ..., ...
2500 Food Service Personnel Salaries . ........ccouvu.n..
2600 g/nt/portation Personnel Salaries .................
2300 ther Classified Salaries ... ..... oo iiiiinionnn
Subtotal ............. e
3000 Employee Benefits ;
3100 State Teachers’ Retirement System Annuity Fund '~‘
3200 Public Employees’ Retirement Fund . .« oo vveneenn.. 2
3300 Old Age, Survivors, Disability, and Health Insurance . . S
3400 Health and Welfare Benefits . .....c..ovuveeeeee.ns : -
3410 Health and Welfare”Benefits for, Teachers and ‘ . %
Instructional Aides . .......c.0 i i - 5
3420 Health and Wetfare Benefits for All Other J
" Employees .......... e . i 2 f $
.3500 State Unemployment Insurance . ..... P - i
+ 3510 Unemployment Insurance for Instructional ) . j»;
Aides .. ... el bt
3520 Unemployment Insurance for All Other : . . oo
Employees .........covuiiiiiiiieniinns .(‘,“ %
3600 Workmens Compensation Insurance SEEEERETRRRERS ) ok
3900 Cher Benefits................... e . AL
SUDLOtAl .. vttt it P ©, -—-—-—,’—-—-¥—
DR
4000 Books, Supplies, and Equipment Replacement
8100 TeXIBOOKS « . vvenevnernnsieneennnaeeennens : .
4200 Other Books «......... e e * : _ N
4300 Instructional Supplies .. ...oo.ovt i . J
4400  Instructional Media Materials and Supplies . ......... -
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Exhibit 1-B (Contigued)
'

-

- . . L]
.

General . All other Total, all
fund . funds ; funds
4000 Books,Supplies, and Equipment Repfacement (Continuedj . ’ 1
4500 OtherSupplies .........coiriiiirnrnennn. , : ‘
4600 Pupil Transportation Supplies . . ......vuvennnn.. " . . , i |
4700 Food Services . .o |
O AT10 FOOd e e X
A 4720 Meals for Needy Pupils ................... d
4790 Other ..................... e [ .
4800 Equipment Replacement............. (R N
Subtotal ....................... . .
5000 Contracted Services and Ot;er Operating Expenses .
5100 Contracts for Personal Services ........... . LY )
5200 Travel, Conference, and Other Expense ............ - . T,
5300 Dues and Memberships ......................... e
5400 Insurance . ) .
5410 Property INSUFANCE ... vvvvrnvenrrenennn. .
6420 Liability Insurance ....... e . .
5430 Fidelity Bond Premiums .................. . s
5440 Pupil Insurance ......... e -
5500 Utilities and Housekeeping Services ...............
6600 Contracts, Ren¥s,and Leases .. ..........covvvnnn.
65700 Legal, Election, and Audit Expenses ... ............
5800 Expense for Administrative Districtwide Operation .
and Other Services . ..........cieiriinrnnnnnn. : \ '
¢ Subtotal .......... e e \\

6000 Sites, Buildings, Books and Media, and Equipment ' \ |
. 26100 Sites and Improvement of Sites . ......... P |
* '6200 Buildings-and Improvement of Buildings .. .......... - ‘

6300 -Booksand Media for New or Expanded School |
Libraries ..... e G . i
6310 Library Books . ..o o vvveee e iaae s, . s
6320 LibraryMaterials . ....................... . |
6400 Equipnient ) : : )
6410 Audiovisual Equipment................... ) _ _"”"“
6420 dibrary Equipment ........... ... in - . ’ —
6430 Food Service Equipment. ... .............
6490 "All Other Equipment ...... P
Subtotal .........ii i T
Vs ’
Subtotal, Expenditures (1000-6000) ........... -
7000 Other Outgo .
7100 Debt Service , . '
. 7110  Annual Repayment on Account of Pubtic
School Building Apportionment .. ... Yo . .
7120 Annual Repayment on Account of State
School Building Apportionment ........ ..
7130 . Bond Re&emption ......... P
7140 Bond Interest and Other Service Charges ... .. ;
7150 Repayment of State School Building Fund )
Aid by Warrant to the State Treasurer for .
BondSales ........c.oiiiirinniennnn.

-
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Exhibit 1-B (Confinued) /

. . - L]
. " General All other Total, all
7100 Debt Service {Continued) ' fund ' fu”df funds
7160 Payments to Original District’ for Acquisition L
Of Property . ..oooeeeeeee e, :
7180 OtherPayments ............c.couueuuunn. s
7200, Outgoing Transfers ..
" 7210 Junior High School! Tuition for Grades Seven
and Eight ........... ... ... ... ...,
7220 Tuition under interdistrict attendance . N

agreements for general or specific
instructional services, including o
. transportation, for designated pupils . .... ...
{ 7230 Education provided in a tuberculosis or polio
|

ward, hospital, or sanatorium maintained
by a county or group'of counties ..........
7240 Tuition and transportation of children
attending classes for physically handicapped, .
educationally handicapped, multiple handi-
capped, and mentally retarded maintained
by a county superintendent of schools
and/or other school districts .. ............
7250 Tuition paid for current expenses to .- T .
regional occupational centers or programs
operated by other school districts, county
, superintendents of schools offices, and N
regional occupational centers operated
under a joint powers agreement ., .........

¢ 7260 Tuition paid to regional occupational centers } -
or regional occupational programs for capital ’
' outlayexpenSeonly......:.........:... ’
7270 Tuition paid for nonimmigrant children, ,
noncitizen children, and children residing in ’ ,

foster homes and children’s institutions .. ...
7280 Tuition paid for the education of exceptional
children for whom no appropriate speciai
. education facilities and services are . v
available or can be provided. ..............
7290 OtherTuition .. ........ccoiiiirnnnnnnn.
7300 Interfund Transfers
7310 From the General Fund to the Child -
Development Fund and the Development ,
Center for Handicapped Minors Fund .......
7320 Between the General Fund and the Special
' Reserve Fund ............,.. e
7330 To the Public School Building Fund or to the
State School Building Fund from all other s
e funds of the district, any monies of the :
district which are required to be expended «
for the project for which such apportion- . :
. mentwasmade .......... ... .l ...
7340 From the Bond Interest and Redemption funds,
after all principal and interest payments have
been made, to the General Fund ........... g

ERIC . ©
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Exhibit 1-B (Continued)

General All other Total, all
fund funds funds
7300 Interfund Transfers {(Continued) ) |
7390 Other authorized interfund transfers . ........ : |
7400 Other Transfers ! '
7410 Transfers from funds of lapsed or reorganized
school districts to another school district .. ..
7420 Transfers to the County School Service Fund
for the education of mentally retarded
MINOTS . .ttt it ittt ettt teee e
Subtotal .......... . e -
TOTAL, EXPENDITURES AND OTHER OUTGO ......
ENDING BALANCE, JUNE 30
1. CashinCounty Treasury ................ e
2. CashinBank{s) .......... . i, °
3. Revolving Cash Fund .. .............. e .
4. Cash Collections Awaiting Deposit . .. ................. !
5. Investments in U.S. Bonds (atcost) ................... . ’
6. Accounts Recervable ............ [ , !
7 SIS ot e e
8. Prepaid ExXpense . . ........ ittt Dy
9. Other Current Assets . ...... e i
TOTAL, CURRENT ASSETS .......... e e

Less Current Liabilities {reported on Form J-43) ..........

NET ENDING BALANCE ...........ccovvnireenann..

TOTAL, EXPENDITURES AKND OTHER OUTGO
PLUS NET ENDING B>\LANCE .................... -

-
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. e g’ Exhibit I-C — Expenditures by General Educationy
.. ) ’ : u Special Education, and Support Service,Programs
.= . - ANNUAL FINANCIAL REPORT N
’ o ' " . General  Allother»  “Total,al
fund funds funds

INSTRUCTIONAL PROGRAMS
General Education e e e = ; ‘.
" Preformal .. ... e e e e e e [

Elementary ..... e i e v
Secondary ........ ot e e e e
Adult ................. P e

Subtotal ........ . e,

Special Education. 4
Preformal .. vt
Elementary .. ..ot e
Secondary . ... ... e P
AdUIt . e e e

SUPPORT SERVICE PRQGRAMS (DISTRICT TOTALS)
Instructional Support: ‘ :
Instructional Administration. .................... et , -
Instructional'Media . ..... e e i ' %

School ADMINISTIAtIoN . .c. oo vee et e e iee e eeeeeee e, :

SUDTOtal. . .ot e e

Special Project§ (Federal and State Categorical Aid ™
Programs) ... e
Pupil Services ........ D
General Support:
District and County Superintendents Administration ........
Maintenance ...........%... A f v
OPratioNS « v me v vttt et e e

Transportation .............c.. 2

Subtotal ............. e

Auxiliary Programs: - ) Py

- COmMMUNITY SErviCes ... .% .. v veeie i annnnns
JFOOH Services . ..o e
Facility Acquisition andlConstruction ............ e

SUBLOtAl .+ vt e R Pre

'

) SUBTOTAL, SUPPORT SERVICE PROGRAMS ... ..

. L4 ( ' ;-
OTHER OUTGO - .

TOTAL, EXPENDITURES FOR INSTRUCTIONAL
PROGRAMS, SUPPORT SERVICE PROGRAMS, AND
OTHER QUTGO ................ et e

\
P

. 4




Exhibit I-D

' . PROGRAM CLASSIFICATION bEFINITIOlS

’ -

14

Instructional Programs

General Education Instructional activities designed primarily to prepare puprls for the common activitje
as citizens,\ including occupational preparation. The general education program’ area pertains to
preformal, elementary, secondary, and adult education.

Special Education Direct instructional activities designed primarily to deal with the followmg pupil
characteristics. (19 physically_handicapped, (2) educationally handicapped, (3) mentally retarded, and
(4) mentally gifted and talented. The special education service area pertains to preformal, elementary,
secondary, and adult education.

" Instructional Support

Instructional Admunistration The area of responsibility for the improvement of teagﬁing through a
program of leadership, guidance, and assistance to aid teaching staff and to improve curriculum and
curniculum materials uséd by teachers. It consists of supervising instruction, chairing an academic
department, developing and jmproving curricula and curriculum materials, guiding teachers in the use of
instructional materials, administering sabbatical leave, providing for inservice training, and so forth.

Instructional Media The program area consisting of those activities whose purpose is to provide resources
to support instruction for a school or a schogql district. Included in this category are the following.

School Library and Audiovisual. A-school library and audiovisual program ingludes respongibility for
organizing and managing library books and preparing, caring for, and making available audiovisual
equipment, materials, scripts, and other aids, to teaching and learning that have special appeal to sight
and hearing. Activities include ordering, cataloging, processing, and circulating books and audiovisual
materials and equipment, planning for the use of the library by teachers and pupils, selecting books
and audiovisual materials, participating in faculty planning for the use of books and audiovisual
materials, and guiding teachers and pupils in tire use of tle library. Textbooks are not charged here,
they are charged to the appropnate instruction program. -

Fducational Television. An educational television program consists of such activities as writing,
programming, and directing educational television programs as a part of the instructional program of
the.school or district. :

Computer Assistance in Instruction. Computer assistance in instruction for a school or a schdol drstrrct
consists of such activities as writing, programming, and directing ongoing computer-based instructional

* programs and instructional management information programs. Computer-assisted instructional
activities of an expenmental nature are not charged here, they are charged to Instructional

Administration.

School Admunistration Those activities that have as their purpose overall administrative responsibility for a
single -school (or several schools, but not a district). It consists of the activities performed by the -
principal, assistant principals, and other assistants in general supervision of all opera%ns;of the school,
evaluation of the staff members of the school, assignment of duties to staf{members supervision of the
records of the school, coordination of school instructional activities with jinstructional activities of the
school district, noon-duty, curriculum development; inservice training, and so forth. P

. ’ e
Special Projects
Special projects are those prOJects and programs that have their own project directors, are approved and
funded by state or federal agencies, and require special project budgets, financial reports, and audits. The
direct costs of these projects will be initially recorded as support programs. Projects commonly considered
under this heading include, but are not limited to, the following programs:  ____ _

2
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Exhibit I-D (Continued)

Demonstration Programs in Reading and Mathematics

Educational Improvement Act of 1969 .

Education Professions Development Act * . . .
Educational Opportunity Act

Elementary and Secondary Education Act :
Manpower Devefopment Training Act ) , p
Mathematics Improvement Programs )
Miller-Unruh Reading Program . .
National Defense Education Act '

10. Professional Development Centers

11. Vocational Education Amendments of 1968

12. Research.and Teacher Education :

13. Special Teacher Employment

14. Emergency Employment Act (PEP)

15. Neighborhood Youth Corps .
16. Work Incentive Programs

VW NG W~

Pupil Services : .

Guidance Those activities that Ielp pupils ,assess and understand their abilities, aptitudes, interests,
enwronmental factors, and éducationd! needs assist pupils in understanding educational and career
opportumtles, and aid pupils in makéng optimum use of educational and career opportunities through the
formulation of realistic goals. Guidance includes such' activities as counseling pupils and parents,
evaluating the abilities of pupils, assisting pupils to make their own educational and career plans and
choices; assisting pupils in personal and social adjustments, and working with other staff members in
planning and conducting guidance programs. . N

Cuunseling Those activities that supplement the school system reservoir of information identifying the
individuality of each pupil, his capacities, athievements, interests, potentialities. and needs, study the’
individual pupil experiencing acut: problems of educational development to furnish diagnostic
information, and suggest programs concerning the psychological aspects of tliese problems. Guidance
includes administering psychological tests and managing and planmng a program of psychological services
for the school system,

Attendance Those activities that promote and improve school attendance of pupils. Attendance services
consist of such activities as early idéntification of patterns of nonattendance, promotion of positive pupil
and parent attitudes toward attendance, analysis of causes of nogattendame early action on problems of
nonattendance, and enforcgment of compulsory attendance laws.

Welfare Those activities tflat assist in the prevention or solution of the persona cial, and emotional
problems of pupils involving family, school, and conimunity relationships whemroblems have a
bearing upon the quality of the schoolwork of pupils. It consists of such professional services as
dlagnqsmg the problems of puplls arising out @f the home, school, or community, undertaking casework
services for the child, parent, or both; interpreting these problems of pupils for otlier staff members, and
promoting modification of the circumstances surrounding the individual pupil that are related to lis
problem insofar as thie resources of the family, school, and community can be brought to bear on them.
These activities are usually assigned to such staff as school social workers, visiting teachers, and directors
of school social work. Programs providing wearing apparel for children are included here. .

Heulth Those activities that provide physical and mental health services not directly instructignal, sudl as
medical, dental, psychiatric; and nursing services.

General Support

Administration by the Offue of the County Supermtendent and the District Those actlvmes that have as
their purpose overall general administrative respon51b111ty for tlte entire uounty superintendent’s office or

¥ . o 23 \




’ £ 4

Exhibit I-D (Continued) -, , . ‘

school district. Administration consists of the activities performed by the county governing board, the
school board, and the superintendent and his staff such as deputy, associate, area and assistamt
superintendents, and business managers in general direction and management of all affairs of the school

district.
Muaintenance Those actiyities that are reqmred to repair, restore, or renovate school propert) including
grounds, buildings, and equipment. .

Operations Those hdasekeeping activitigs concerned with Reeping the physical plant open and ready for

use. Included are cleaning, disinfecting, heatmg, lighting, communications, maintenance of power, .

moving of furniture, caring for grounds, and such other housekeeping autwmes as are repeated somewhat

-

* regularly on a daily, weekly monthly, or seasonal basis. .
Transportativn —Conveying of pupils to and from school activities, either between home and school or on
trips to school activities. . ’\ )
___Auxiliary Programs . L : o » .

Commumé Services Those activities that have as their purpose Lommumty and school recreation and :

other activities authorized by the Civic Center Act.

Fucilities - Acquusition and ,Construction The acquisition of land and buildings, major rnmodelmg of
buildings, construction of buildings and additions to buildings, initial installation or extension of sefbice
systems and other built-in equipment, 1mtml 1mprovements to sites, and bqoks and eq*upment for new
buildings.

Food Services Management of the food services progfam of the school or school district, including the
preparation and serving of regular and incidental meals, lunches, or snacks in connection with school
activities; and'the delivery of food.

Life or Grade'Span

Prefurmal Those programs and services provided by the district for children of prekindergarten age.

Elementary Those programs and services provided for pupils enrolled in kindergarten through grade six or
kindergarten through grade eight in unified districts, and kindergarten through grade eight in Llumentary
districts. - .

Secondary Those programs and services provided for pupils in grades seven through twelve or nine through
twelve in unified districts and grades nine through twelve in high school districts.

Adulis Those programs and services provided for adults as defmed in the California Administrative Code,
Title 5, Education, sections 10500—10591

Site or Operational Units

Instructional and support programs may be identified by school site, location, or operational unit to
* provide additional management information relative to the total operation of a district.




: Exhibit I-E

" .COST DATA REPORT

A

District - .

Special project or program titie Fiscal year

Fund

- Number

-
o*

QB WN =

. Teachers {full-time equivalent) .. .. ............. e
Other Certificated Employees (full-time equivalent) . . . . .. .. ... e e e e e e
Classified Employees (full-time equivalent) . . . .. ... ... .. e e o e e e e e e e

DIRECT COSTS - i

6. Certificated Salaries . . . . . . . . . . L e e e e e e e e e e e e
7. Classified Salaries . . . ... ...... e e e e e e e e e e e e e e e e e e e e e e e e
8. Employee Benefigs . . . . . .. e —_—
9. Booksand Supplies . ... ............. I e )
10. Equipment Replacemenf ............. e e e e e e e e e e e e e e e e e e e e e e e e e e

11. Contracted Services * . . ... .......... e e e e e -
12, Other . . . o e e e e e e e e e e e e e e e e e e e e e e e e e e e S m———
13. Subtotal (lines 6 through 12) . . . . . . oL L e e e e e e e e e e e e e e e
4o Capital Outlay . . . . . . . e e e e e e e e e
15. Total Direct Costs (lines 13and 14) . . .~ ... .. e m e e NP

DIRECT SUPPORT CHARGES
16. Instructional Administrationand Media . . . . . . . . . ... ... e e
17. Special Projects . . . . . . . . . . . i e e e e e e
18. Pupil Services . . . . .. .. ... ..
19. General SUPPOFt . . . . . . ... e e e - .
20. Auxiliary Services . . . . ... ... .. b P e '
21. Total Direcf SUPPOrt Charges . . . . o v i i e e e e e e e e e e e e e e e e e

=5

i N { .
22. Total Direct Costs and Direct Support Charges {lines 15and 21). . . . . . . . . . . . . . . ... .. ....

" INDIRECT SUPPORT CHARGES - ¢ \
23. instructional Administrationand Media - . . . . . . . . . . ... ... ... .. e e e e e e e e
24. Special Projects . . . . . . ..l e e e .
25. Pupif Services . . . .. ... ... ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e
26. General SUPPOIT . . . . . . i e e e e e e e e e e e e =
27. Auxiliary Services -« « - ¢ v v e e e e e e e e
28. Total Indirect Support Charges .. e e e e e e e e e e e e e e e e e e e e e e
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29. Total Costs (lines22-and28) . .. ... ....... e e e e e e e e e e e e e

.
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Income

- v
Income includes both revenue and nonrevenue

‘receipts. Revenue receipts are additions to assets

.. for which no obligations are incurred by the school

district and may be used for expenditures at the
discretion of the governing board of the district.
Revenue receipts include money received through

state apportionments and district taxes. Nonreve-

nue receipts consist of monéy received in exchange
for property of the school district or receipts for
which the district incurs an obligation, such as
money received throxigh loans or the sale of bonds.
Bond or loan receipts must be used by the
goverping board of the district for the purposes
outlined at thé time loans are secured or bonds are
issued. ‘ .

_ The instructions in this manua: provide for
‘uniform identification and classification of the
receipts for all the funds and accounts of a school
district. The instructions should be followed in (1)
the day-to-day accounting for receipts, (2) the
preparation of budgets, and (3) the preparation of
all financial reports. The instructions are applicable

to the budgeting, accounting, and reporting of the

General Fund and of all special funds of every
school district. The designation of the ~iicome
classification applicable to any particular receipt
shall not be interpreted to*mean that such income
represents an income of the General Fund or of
any particular special fund. The selection of the
fund must be made in accordance with the
provisions of law. In no case should designation of
the income élassifjcation,‘ such as- 8100, Federal
Incomé,- or 8700, County Income, be confused
with the selection of the fund, such as the Genezal
Fund, Building Fund, or Cafeteria Fund.

School districts operating on a cash basis
account for income when it ‘is received. Districts
operating on an accrual basis account for income
when it is earned. The school district budget form
prescribed and the annual financial report form

.

IToxt Provided by ERI

ERIC

Part II

<6

’

-

supplied by the Supen’{ttendent of Public Instrlic-
“tion contemplate the use of the accrual basis of
accounting for expenditures and the partial accrual
basis of §accounting for the income of school
district funds, except for the Bond Interest and
Redemption Fund. The accounting and reporting
of a school district’s Borld Interest and Redemp-
tion 'Fund either on a cash basis or on an accrual
basis, as determined by the county "auditor, are
acceptable to(the Superintendent of Public
Instruction.

Cla§éiﬁcation of Incéme

School districts are required to classify income
accordinglgto the major and subordinate classifica-
tions outlined in, this section. Major classificatiops
are printed in\boldface roman capital and lower- .
case letters, foy example, 8100, Federal Income.
Required subordinate classifications are printed in
boldface italic capifal and lower case letters; for
example, 8110, Maintenance and Operation (Public
Law 81-874). Many school districts may find it
desirable to increase the number of subdivisions of
the income classifications in accordance with local
administrative fieeds.

Major clasSifications of income are as follows:

" 8100-8499 Federal Income

8500-8599 Combined State and Federal
r Income

8600—-8699 ‘- State Income

8700-8799 - County Income

88008899 Local Income '

8900-8999 Incoming Transfers

Instructions for Using Income
Classifications

8100—-8499 Federal Income

Record 1n the apprupriate subordinate cassifications all
mcume recewved from the federal government. Record

-1
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federal mncome for which the state or any other agenyy
. serves as the distributing agency. Identify the purposes for |
which income "is received and account for the money

received for each purpose.
R BN

8110 Marntenance and Operation QPubllc Law -
- '81-874) ) .
Record amounts “allowed for maintenance ‘;an_d
opv.ation resulting from the identification of stu-
dents or parents working on or liying on federal

property. -

3

‘ ’

8120 :Veterans' Edycation
Record amounts allowed for veterans’ education.

8130 School C"onsthtction (Public Law 81-815)

Record amounts allowed for school construction
and facilities acquisition.

8140 Education: Professions Development Act,
B-1 and B-2 (Public Law 90-35)
Record amounts received from federal agencies for
the Educatidn Professions Development Act, Title
L

8150 Economic Opportunrty Act (Public Law
88-452) -
Record amounts recetved directly from federal
agendies for Economic Opportudity Ac} programs.

8160 Elementary and Secondary Education -Act
(Public Law 89-10) .
Record amounts received from federal agencies for
Elementary” and Secondary Education Act pro-
grams, e -

8170 ency Employment Act of 1971 (Pub-

hc aw 92-54) . ,
fcord amounts received under the provisions of
e Emergency Empleyment Act of 1971.

8210 Nattonal Defense Education Act (Publlc
Law 85-864) _
Record amounts allowed under the National
Defense Education Act.

|-

230 Manppwer Devéiopment and Training Act

- (Public Law 87-415)

Record’ amounts, allowed for Manpower Develop-
mént and Training Act programs from federal
sources, ¢ , .

8240 Vogational Education Amendments of 1968

(Public Law 90-576} -,

Record amounts allowel for Vocational Education
Amendments of 1968 programs from federal
sources. t

8310 Forest Reserve Funds (Education Code Sec—

tion 20251)

Record all income from forest reserve funds appor-
tioned by the federal government but distributed
to the district by the county superintendent of
schools with the approval of the county board of
-education. .

8320 Flood Control Funds (Educatlon Code Sec—

8480

“tion 20109) .

Record all income from flood control funds appor-
tioned by the fcdqral government but distributed
to the district by the county. superintendent of
schools with the approval of the uoumy board of

. education. -

“Miscellaneous Funds" (Education Code
Section 17606) :

See explanation on page [I-8.
8481 Royaities dnd Bonuses
8482 Rentals

8483 - Income from Property Not Subject
_to Tax .

8484 Payments in Lieu of ques‘

8490 Other " y

Record all other federal » funds rece;ved except .
funds defined as *miscellaneous funds” by the
California Administrative Code, Title 5, Education,
Section 17261. These are to belrecorded in
classification 8480, Miscellaneous Funds. ¢

»

© 8220 Child Nutrition Programs 8500 Combined State and Federal Income

Record amounts allowed for the school lunch Record in the appropriate subordinate classes of this n‘lajor
_pfogram, special mulk program, school breakfast class all rncorne received, that includes combined state and
program, food assistance program, and special federal funds and that is distributed by the state agency

’ assistance program (free mcals) received from with no indication’ of how, the allowance is prorated
federal sources. T between federal and state funds.

-
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8520 Preschool Education Aid (Public Law
'87-543), ’ )
Record amounts allowed from combined federal

' and state funds for preschool education aid under
Education Code sections 16643-16644. Do not
include amounts allowed for preschool education
aid from other state or federal sources.

8530 Children’s Centers (Eduéation Code Section
16616)
Record amounts altowed for capital outlay for
children’s centers. :

8580 ‘‘Miscellaneous Fundss” (Education Code
" Section 17606)

See explanation on page 11-8.
8581 koyaltigs and Bonuses
8582 Rentals

8583 Income from Prcperty Not Subject
ro Tax

8584~ Payments in Lieu of Taxes
8590 Other

Record ll other combined state and federal funds
except funds defined as “miscellaneous funds™ by
the California Administrative Code, Title 5, Educa-
tion, Section 17261. These are to be recorded in
classification 8580, “Miscellaneous Funds.”

8600 State Income

Record in the appropriate subordinate classes of this major
 class all state funds received. Do not record federal funds
distributed by th= state. These are to be recorded under
federal income. By law, any State School Fund apportion-
ment or allowance to a school district must be deposited in
the General Fund of the school district.

All such amounts should be accountéd in terms of the gross
amount apportioned. Deductions and withholdings made
. by the State Controller as required by law must be
accounted as expenditures in the same manner as if the full
amount had been received and a school district warrant had
been drawn for such purpose.

Seventh and eighth grade tuition adjustment is made by the
state before gross apportionment 1s determined. Any
income received in correction of a prior apportionment
(Education Code Section 17414) or included in the Final
State- Apportionment should be recorded in the class or
classes that define the original apportionment.

8610 Principal Apportionment

Record all amounts allowed under the Principal
Apportionment, including advance apportion-
ments, basic and equalization aid, and final appor-
tionments. Record also flat grant allowances °
received from the following programs on a current
basis: -

8611 Basic and Equalization Aid
8612 Physically Handieapped
8613 Educable Mentally Retarded
8614 Trainable M‘entally Retarded
-\ 8615 Transportation of Handicapped Pupils
gé 16 Educat;onally Handicapped
8617 Mentally Gifted

8618 Direct Service Apportionment
(County School Service Fund only)

8619 Other Purposes Apportionment
(County School Service Eund only)

8620 Special Purpose Apportionment
Record amounts received for the expenses of
maintaining any or all of the following programs
during the preceding fiscal year:

-

8621 Driver Training

8622 Transportation

Record amounts received for transporta-
tion, based upon records of expense and
approved cépital outlay, of furnishing, dur-
ing the preceding fiscal year, transportation
of pupils between their homes and the
regular full-time day schools attended by
them. '

, ,
8623 Project-connected Pupils

8630 Special Allowances

8631 Apporiionment for the Elementary
School Reading Pragram
Record amounts received under the Basic
Reading Act of 1965 (Education Code
sections 5770-5798).

<8 | ‘. _




" 8635

8632 Allowance for Instructional

" Television
Record amounts received under Education
Code Section 18270 for participation in a
program for instructional television estab-
lished pursuant to Education Code sections

6441 or 6442,

-~

8633 Appurtionment for Special Teacher
Employment

Record amounts received under Chapter
106, Statutes of 1966 (Education Code
- sections 6481-6485) for the special

teacher émployment program.

8634
grams in Reading and Mathematics

Record amounts received under Chapter
106, Statutes of 1966 (Education Code
sections 6490-6498) for demonstration
programs in intensive instruction in reading
and maihematics for low-achieving pupils.

Apportionment for Handicapped
Minors for Whom No State Special
Education Facilities Are Available
Record amounts received for the education
of those physically handicapped minors for
whom appropriate education facilities and
services are not made available by school
districts, the. county superintendent of
schools, or the State of California (Educa-
tion Code sections 6871-6873).

8636
8637

-Education Improvement Act of 1969

Child Nutrition Program

Record amounts received as a result of
implementation of the Duffy-Moscune Act
of 1970 (Education Code sections 11901 -
11910).

8639 Other

Apportionment for School Facilities
Record any amounts allowed for school housing
aid for compensatory education purposes and for

districts impacted by seasonal agricultural employ?
ment (Education Code sections 19691-19699.4).

Also record amounts allowed through the State
School Building Aid Fund. T;.e/o

Se funds shall be

. -
Allowance for Demonstration Pro-

. 23 A

8650

8660

8670

deposited in the.State School Building Fund of the
school district for school building purposes.

.

Apportionments for Children's Centers
Recnrd amounts allowed for children’s centers.
School district fiscal control may find it advisable
to compute monthly the earned income from this+
source. Apportionment in advance is based upon
estimated attendance. Adjustments at the end of
the fiscal year are usually required.

Apportionments for Development Centers
for Handicapped Minors\

Record amounts allowed for purposes of develoB-
ment centers for handicapped minors. School
district fiscal control may find it advisable to

.compute monthly the earned income from this

source. Apportionment in advance is based upon
estimated attendance. Adjustments at the end of
the fiscal year are usually required.

8661 Attendance
8662 Trt.msportation

Tax Relief Subventions

8671 Reimbursement for Income Lost
Because of Business Inventory
Exemptions

Record amounts received for loss of in-
come because of business inventory exemp-
tions (Revenue and Taxation Code Section
219).

Reimbursement for Iircome' LostBe-
cause of Home Owners’ Exemptions
Record amounts received for loss of in-
come because of home owners’ exemptions
(Revenue and Taxation Code Section 218;
Education Code Section'17252).

8672

8673 Reimbursement for Income Lost

Through Operations Under the

S Williamson Land Act of 1967

Record amounts received for loss of in-
come because of, the Williamson Land Act
of 1967.

Other

Record amountsreceived for loss of incorre
because of exemptions on motion picture
films and wine and brandy products (Rev-

8679

.




8680

8690

8700

See explangtion on page I1-8. <

enue and Taxation Code sections 988 and
992; Education Code Section 17254).

“Miswllanéous Funds”

(Education Code
Section 17606) .

L]
s

8681 Royaltics and Bonuses
8682

8683

Rentals

Income from Property Not Subject

to Tax :
8684 Payments in Lieul of Taxes

Other
Record all other state funds received except funds

.

defined as “miscellaneous funds” by the California *

Adnumstratwe Code, Title 5, Education, Section
17261. These are to be recorded in classification
8680, “Miscellaneous Funds.”

County Income

Record in the appropnate subordinate classifications of this

major classification all county funds réceive(iv. Do not -

record federal funds distributed by the county. These are to
be reCorded as federal income.. N

8710

8720

8730

8740

Commumty College Tuition Tax

Record income from counties for nondistrict stu-

dents attending community college (Educa:‘i?&

Code Section 20206; County School Service Fu

x

Equalization Aid Offset Tax

Record income from taxess levied upon all the

‘assessed valuation of the county to offset the

decrease in %qualization. aid resulting from the
upward modification of the passessed valuation
(Education Code sections 17261-17265).

High School Tuition Tax \

Record income received as high school tuition fpr
pupils who reside in elementary school districts
that are not in high school districts, and record
income raised by tax levies against the tax rolls of

the elementary school districts.-
1

County School Tuition Fund,

Record income received from ta.xesvlevied for the
purposes stated
20151-20162. ’

30

in Education Code sections

8750

" 8780

8781

8782

.8783

8784
8790

8800

Contract Services (County School Service
Fund only) )

Record income received from contracts between
the county superintendent of schools and other
county agencies.

“Miscellaneous Funds’® (Education Code
Section 17606)

See explanation on page i1-8.

Royalties and Bonuses

Rentals
Income from Property Not Subject .
to Tax ) \

Payments in Lieu of Taxes

.

Other . . .

Record all other county funds received except
funds defined as “miscellaneous funds” by the
California Administrative Code, Title 5, Education,
Section 17261. These are to be recorded in
classification 8780, "Miscel{aneous Funds.”

Local Incbme

Record in the appropriate subordinate classifications in this
major classification all income”from local sources. 1dentify
the sources of income and accour(f for the income received
from each source.

8810

District Taxes

8811 -Secured Roll (Education Code sec-

- tions 3255, 17925.5, 20751, 20752,

20803, 20816, and 20903)

Record income from taxes levied on the
secured tax roll. District taxes are levied as
a result .of the filing of an annual budget
with the county superintendent of schools
for approval and transmittal to the county
board of supervisors setting forth the tax
requirements of the district as provided in
Division 16, Chapter 3, of the Education
Code. The board of supervisors determines
for the budget year a tax rate that will
produce the amount of district tax money
requested by the district in its annual
*  budget. The tax rate so determined is
limited to statutory maximums except in
cases where the electors of the district have




.

authorized a rate in excess of the statutoty
limits.

Certain tax rates in excess of the statutory
or voted rates are authorized in the Educa-
tion Code for restricted purposes and for
special funds of the school district.

All income received from district tax
cources is to be accounted on a cash basis.
Credits to the various district tax income
accounts are made upon receipt of an
apportionment notice from the county
superintendent of schools indicating that
taxes have been deposited in the county
treasury. ) .

Unsecured Roll

Record income from taxes levied on the
unsecured tax roll.

1

8812

»

8813 Prior Years’ Taxes

Record income from tax levies of prior
years. Include secur.'ld unsecured tax
. receipts. )

8820 City and County Taxes

8821 City Taxes
Record income from taxes from an ad
valorem levy for school purposes upon the
real and personal property located in) and
assessed by, a chartered city, which levy is
authorized or required by the city charter.

8822 County Taxes

Record income from taxes from an ad

valorem levy for school purposes upon the '

real-and personal property under the juris-
diction of the county superintendent of
schools. .

8830 Areawide Taxes (Education Code Section

20911
8831 Secured Roll
8832 Unsecured Roll

8833 Prior Y{ears’ Taxes

Record income received from taxes levied

on an areawide basis under provisions of
Education Code Section 20911.

8840 Sales

o«

8845 |

8841 Sale of Bonds

Record income from sale of bonds at par
value. The amounts recgived from the sale
of bonds at par value must be deposited.in
the Building Fund of the district (Educa-
tion Code Section 21810).

8842 Sale of Equipment and Supplies

Record income from the sale of supplies
and equipment no longer needed by the
schools. The money received is to be
placed to the credit of the fund from
which the origina! expenditure for the
purchase of the personal property was

made (Education Code Section 16403).

Sale of Land and Buildings

Record income from the sale of land 2nd
buildirigs. Such income must be used for
capital outlay or repaid to the state if
under the State Aid Building Program
(Education Code sections 16051716053).

8843

8844 Food Service. Sales

Record income from the sale of mealsand
other food items. This income is usually
recorded in the Cafeteria Fund or Cafeteria
Account.

Sale of Publications
Record income from the sale of publi-
cations.

Other Sales

Record income received from all other
sales, such as farm products and printed
forms.

8849

8850 Rentals and Leases, Except “Miscellaneous

31

Funds”

Record income for the use of school buildings or
portions thereof, houses, and other propertfes of
the district that are rented or leased to other school
districts for school purposes; and portions of
amounts received that are excluded from “‘miscella-
neous ‘funds” in accordance with the California

Administrative Code, Title 5, E%p\c:tion, Section
* 17261, including rentals by Civic Cenler groups.

Rental or lease income defined as “miscellaneous

.
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887”@60}1{1 Contracts

2

8879

funds”
“Miscellaneous Funds.”

8860 Interest

Record income credited or prorated by the county
auditor for interest on deposits of school district
funds with the county treasurer and interest
earnings (Education Codé Section 17203).

Money received as premiums and accrued interest
at the time of sale of bonds must be deposited in
the Bond Interest and Redemption Fund {Educa-
tion Code Section 21310).

-

Adult Education + .

Record incomc received from students

8871

enro.led in classes for adults as tuition

under Education Code Section 5757 or as
mcldental fees undcr Education Code Sec-
tion 5758.

/

Nonresident Students ~
Record” income received from parents or
guardians for the total cost of educating
foreign residents in, the schools of the
" district (Education Code Section 10508).

8872

8873 Children’s Centers -

Record income received from parents,
guardians, or welfare agencies as fees for
the instruction and care of chlldren n
childrén’s cénters. ~

8874 Development Centers for Handz~

capped Mi:ors

Record income received from parents,
giardians, or welfdre agencies as fees for
the instruction and care of chlldren in
development centers.

8875 Contract Services

Record income received for contract ser-
vices rendered by one district or office of
county superintendent of schools for
another district or office of county super-
intendent-of schools.

Other Fees and Contract Services

Record income received from all other feés
and contract services.

) 32

1s to be_recurded in classification 8880,'

/
8880

’

8890

biad

8900

Record in the appropriate subordinate classes in this major -t
‘class all income received .for incoming transfers. Identify “,

“Miscellaneous Fuads™ (éduca,tion Code

Section 17606)

See explanation on page 11-8. t

8881 Ropyalties and Bonuses
8882 Rentals

8883 [Income from Property Not Subject
to Tax ) »

8884° Payments in_Lieu of Taxes

Other

Record all other income from local sources such as
.library ftines, contributions, gifts, outlawed war.
rants, practice teaching, and so forth, except funds
defined as “‘miscellaneous funds™ by the California
Administrative Code, Title 5, Education, Section
17261. These are to be recorded in classification.
8880, “Miscellaneous Eunds.”

Incoming Transfers

the sources of tuition payments and account for the income

received from each source.

- 8910

8920

¥

Junior * High School Tuition for Grades
Seven and Eight

Record income received from tuition transfers for
pupils attending grades seven and eight in a junior
high school and fixed in accordance with provisions
of Education Code sections 5605-5611.

Other Tuition

Record tuition payments received from the follow-
ing sources:

Interdistrict contracts for general or specific -

- structional services, including trangportation for

desjgnated pupils (_Educatlon Code sections
10801--10809), . .

Governing boards or authorities in other states for
the total cost of*education of elementary or high
school pupils whose places of residence are in the

other states (Education Code Section 10506). No

California state aid is apportioned for such
pupils.

Districts for education provided in a tuberculosis or
polio ward of a hospital or sanatorium maintained

1
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by a county or group of counties {(Education Code
sbctions 6851-6854).

Districts for special education of pupils provided
by the counly supernintendent of schools (Educa-
tion Code Section 885.5).

Districts and offices of county superintendents of
schools for tuition received for the instruction of
ncnimmigrant  children and “children residing in
children’s institutions and foster homes.

All other tuition payments not identified above.

8930 fnterfund Transfers

Record the amount of money involved in each of
the following transfers between funds.

To the Chdd Development Fund and Development

Centers for Handicapped Minors Fund®from the
General Fund (Education Code Section 17201 and
California Administrative Code, Title 5, Education,
sections 17900-17918).

Between the General Fund and the Special Reserve
Fund (Education Code sections 21401-21404).

From any fund of the district to the Public School
Building Fund (Education Code Section 19447) or
to the State School Building Fund (Education
Code Section 19624). :

‘ To the General Fund or to the Special Reserve
Fund from the Bond Interest and Redemption
Fund after all principal and interest payments have
been madc (Education Code sectlons 22055 and
22056).

*

8990 Other Incoming Transfers
) Record income received from funds of lapsed or
reorganized school districts and any other income

from transfers not otherwise classified.

MiséellaneOUS Funds

Education Code Section 17606 covers “miscel-
laneous funds” under classifications 8480 (federal),
8580 (federal and state), 8680 (state), 8780
(county), and 8880 (local). Sources of funds
classified as miscellaneous under this section are
(1) royalties and bonuses; (2) rentals; (3) income
from property not subject to tax; and (4) pay-
ments in lleu of taxes. >

Record the total amount of payménts ofallora
portion of the royalties and bonuses received from

Royaities and Bonuses

the operation of any law under the terms of any
agreement. For example, royalties on federal min-
eral deposits are accounted under 8481, “Miscel-
laneous Funds” (federal). Classifications by source
are as follows:

.848] Federal
8581 Federal and stat
8681 State t
8781 County

.8881 - Local

Rentals

Record the amount by which the total of all’
payments received for the rental of property
owned by the county superintendent of schools or
by the school. district and not on the tax rolls of
the county or district exceeds the actual expense
of operating and maintaining the property. Classifi-
cations by source are as follows:

8482 Federal

8582 Fegieral and state
8682 Sta’te

8782 - County

8882 Local

Income from Property Not ;Subject to Tax

Record the total of all payments received from, -
or or: account of, property of a school district or
of a county superintenéient of schools or any other
property within the district, county, or state that is
not being assessed for jtax purposes and not being
used for school purposes. Classifications by source .
are as follows:

8483 Federal
. 8583 Federal and state
8683 State
8783 County
8883 Local

Payments in Lieu of Taxes

. Record the total of all payments made\: in lieu of
taxes and received by the county superintendent of
schools or school disttict. Examples are levies on
aircraft, baled cotton, or federal housing; head-day
tax on livestock; and license fees on trailer coaches.
Classifications by source are as follows:

8484 Federal
8584 Federal and state .
8684 State

33 b




' 8784
8884

County
Local

-

Abatement of Income

When part or -all of the income of a school
district from any source must be returned to the
source from awhich it is received, the transaction
should be accounted. as an abatement of income. In
other words, abatement of income is the cancella-
tion of part or the whole of any specific receipt
previously recorded, usually resulting from tax
refunds, refunds of money received from state or
federal sources, or refunds of monies previously
received through error. The accounting for such
transactions in this manner keeps both ingome and
expenditures in true perspective and maintains
proper balance of the two. :

Uniformity in accounting for abatements of
income is required to secure comparable fiscal
records and reports of school finances. Accuracy in
the records requires proper use of a correct
accounting procedure for the elimination from the
fiscal records of those items representing cancella-
tions of previous, fiscal transactions or parts of
them.

Accounting Procedure

Payments that represent cancellations or reduc-
tions of receipts must be accounted as abatements
of income previcusly recorded by abating such
payments to such income account, thereby elimi-
nating any tharge to an expenditure account. Such
payments must be accounted by abating the
income account for the original source during the
fiscal year in which the payments are made,
irrespective of the fiscal year in which the original
receipt was recorded, even though such payments
may in some cases exceed the actual income of the

fiscal year in which the abatement is made and ~

thus result in negative balances in the accounts, or
entries in reports. Abatements of income shall be
recorded as they occur and shall not be accumu-
lated until the end of the fiscal year.

Because payments that constitute abatements of
income are not expenditures, they are not subject
to appropriation control. However, any abatement
of income that constitutes a major reduction’of
income in comparison with estimated income
should be -recognized as requiring a corresponding

34
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reduction in estimated income and ‘:reserves’ or
requiring a reduddion in actual appropriations.

The following kinds of transactions shall be
accounted as abatements of income:

1. Tax refunds
2. Rental refunds
3. Tuition refunds
a. To students, parents, or guardians
b. To. other districts on account of over-
payments .. )
-4, Refunds of income from federal sources .
5. Refunds of incpme from state sources
6. Refunds of other mon?es received in error :

.
S

Income

Be it is_often difficult to distinguish be-
tweﬁn receipts tlhat should be treated as abate-
ments of expenditure and ,tllo§e ‘that should be
treated as income, a list of income receipts is
presented also. The followifig receipts must be
accounted as income (mcome classifications are
shown in parentheses) e

1. Tuition (8910, 8920) .
a, Adult educatlon tultion (8920)
2. Fees (8870) :
a. Teachers’ and employees’ exammatlon
fees (8879) .
b. Certificate fees (8879) .
c. Transcript fees (8879)
3. Rentals (8782 8850, 8882)
a. Civic Center (all charges) (8782, 8850,
8882)
Classrooms (8782, 8850, 8882)
Easement leases (8782, 8850, 8882)
Houses (8782, 8850, 8882)
e. Sites (8782, 8850, 8882)
. Collections for use ,of swimming pools,
tennis courts, and the like (8879)
5. Library fines (8890)
. Receipts from sale of junk or salvage
material no longer needed (8842)
7. Contributions and gifts (8890)
8. Receipts from sale of courses of study,
printed forms, and the like (8845)
9. Amounts received from forfeitures of
surety or indemnity bonds because - of
. noncompliance with contracts (8890)
. Interest on deposits and investments
(8860)

ae o
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11. Qutlawed warrants and other warrants can-
+ celled in a fiscal year subsequent to the
. year of expenditure (8890) )

12. Receipts from sale of land and buildings
. » (except that receipts from the sale either of
a portion of a new site or of buildings or
improvements thereon shall be accounted

as abatements of expenditure) (8843)
13. Receipts from teacher-training institutions
for practice teaching services (8890)

" Accounting for Certain Apportionments

= (Loans)

‘Certain apportionments that the State of Cali-
fornia currently authorizes to be made to districts

- froml the State General Fund are loans and do not

. . .
censtitute grants or subventions. Because sucl

apportlonments are nonrevenue receipts, Whldl\

mcrease a district’s liabilities, they should not be
accounted for as income. These apportionments
are advances made to eligible districts for the
following purposes:

1. To defray expenses incident to the initiation
of a program for mentally gifted minors,
including the identification of such minors
(Education Code sections 6421 -6434)

2.To aid in the establishment of (a) special
trdining schools or classes for the education of
mentally retarded minors who come within
the provisions of Education Code Section
6903; or (b) special schools, classes, or inte-
grated programs for which a qualified special
teacher is provided for educating physically
handicapped minors who come within the
provisions of Education Code sections 6801
and 6802 (Education Code sections
6914-6919) . -

3.To aid a newly formed community college
district whose boundaries include a high
school district ‘or a unified district that
previously maintained a day community col-
lege (Education Code sections 17451—17456)

4. To. provide etnergency apportionments (loans)
to school districts as provided by Education
Code sectiops 17325-17329

When such an apportionment has been made by

the Superintendent of Public Instruction, a state
warrant is issued by the State Treasurer for the

entire amount. The law speciﬁesrthat tj_}e county
treasurer receiving such a warrant shall deposit it to
the credit of the General Fund of th&district
designated in the apportionment. The district
recqrds should reflect the receipt of the credit.

Example. .
Date Accounts Debit Credit
4-10-71  Cash in County Treasury $5,360
7 Agcount Payable, State
(Long-Term:Debt) $5,360

To record credit received tor a loan from the State General Fund

to finance the establishment of the new classes for the mentally

retarded ($2,680 payable dunng 1971-72 and $2,680 payabie
during 1972-73) :
L]

The repayment cf the loan will be automatically
accomplished by the withholding of half of the
amount from regular apportionments being cred-
ited ito the district during each.of the next two
ﬁs;al years. The practjce of the State Controller is
’to make the withholdings over a period of four
months - February, March, April, and May. Accord-
ingly, during each of those months (in 1973 in the

“above example), one-eighth of the total loan will

be subtracted from the amounts otherwise due the
district from the State School Fund in accordance
with regular apportionment calculations. This
means that the credit to the district funds an-
nounced by the county superintendent wjll be
smaller b)’ the same amount than the announce-
ments by the State Superintendent of Public
Instruction would indicate. District records must
reflect this transaction in each” of the months
named in each of the two years following the year
of the loan so that the liability will be properly
cleared and the proper State School Fund appor:
tionments credited. In the above example of a
loan, the entry to be made by the district and
repeated seven times in the respective months is &
follows: ’

Debit
$670

Date Accounts Credit *

2-20-72 Account Payable, State
s State Basic and Equali-
z2ation Aud $670

To record the withholding by the state of one-enghih of the
amount of the iong-term {oan received 4-10-71

Any statement of financial condition prepared
from the district records during or at the close of
the fiscal year will show, if the foregoing proce-

dures are used, the proper amount of liability to
the state. This accounting procedure is indicated
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" by the instructions that accompany. the Annual.
Report of Current Liabilities, Form J<43. The
proper-recording by the district of atounts with-
held by the state is also included in the specific
audit instructions to accountants conducting

annual audits.

The repayment of a loan under Education Code
sections 17325-17329 is done in the same man-
ner, excépt that the principal repayment must be

accomplished over not more than a three-year
perigd (Education Code Section 17328).

The interest and principal payment due annually
on this emergency loan will be withheld from the
school district’s regular apportionments. Howeyer,
the district must record the amount due for
interest as a currentyexpenditure under expenditure
classification 5800, Other Services and Expense for
Administrative Districtwide Gperation.

-~




Part lll . Co-

The Education Code limits school district expen-
ditures to the amox&nts appropriated for the several
major expenditure 'classes by the adbption and
approval of the school district budget or by

" subsequent intrabudget transfer. Because of this

budget or appropriation control of expenditures,
the budget and all documents dealing with appro-
pnatlons must be prepared according to the same
classification plan as that employed in the account-
ing of expenditures. Similarly, financial reports for
local use as well as those prepared for county,
state, or federal use should follow the same
classification plan in order that their reliability for
comparatlve purposes is not impaired.

A basic classification by object is the most
suitable instrument for the classification of expen-
ditures within a specified “program.” Object classi-

fications are for the most part self-explanatory,

such as “teachers’ salaries” or ‘“custodians’ sala-

es.” The purpose or “function” that the employee
serves is covered by the program designation. The
numbering system used is adaptable for use with
manual systems and with data processing equip-
ment. The system is designed to be used either in
its minimum required form or in expanded form to
allow for as many subaccounts as desired.

County auditors and county superintendents of

" schools who maintain detailed records of the

financial transactions of school districts for budget
control of expenditures or for any other purpose
are requested to ube this manual as a guide.
Districts should identify the origin of each
school ~ distrfct expenditure by designating the
appropriate program and object classifications on
the orders or requisitions, commonly called war-
rants or warrant registers. The officials of the
school district who have direct knowledge of the
nature and purpose of each expenditure should
make decisions regarding the object classifications
to be used for each expenditure at the time that

Expenditures

-

commitments are made. The account or accounts
to be charged should be selected when goods or
services are ordered or when certificated or classi-
fied employees are assigned or reassigned.
Insofar as it is feasible, notices of employment,
copies of contracts, and othey school district
doctfments relating to expenditures or to commit-
ments that will become expenditures should bear
the design%tior(of the “object for review and
approval oj county superintendents of schools.
This procedure permits any questions copcerning
the classification of expenditures to be settled
promptly. One decision regarding object classifica-
tions can thus serve for the several disbursements
to be made at future dates, such as monthly salary
payments. Furthermore, this procedure is neces-
sary if the encumbrance plan of accounting is

-employed by either the school district or the

county superintendent of schools.

Whether or not object classifications are shown
on commitment documents, such as notices of
employment and copies of contracts, all school

district orders should show the object classifica-

tions applicable to such disbursement. A part of
the examination and approval of such orders by
the county supenntendent of schools should con-

- sist of making sure that the object clasmﬁcatlons

are correctly designated. County supenntendents
of schools should serve as coordinating officers to
ensure that all school district officials understand

and apply uniformly the definitions and instruc-

tions contained in this manual. Where necessary,
county superintendents should consult school dis-
trict officials regarding each seemingly incorrect
designation of the expendlture classification and
advise the school district of any changes made by

l'the office of the county superintendent.

County superintendents of schools, when draw-
ing requisitions on the funds of school districts in
those relatively infrequent instances in which they

“¢
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are authorized or required by law to initiate the
disbursements, should designate the object classifi-
cations applying to such payments and inform the
district of the date, payee, purpose, amount, and
object classifications of each requisition so drawn.
County superintendents should also potify the
school district of the date, purpose, amount, and
object classifications of any amount withdrawn
from the funds of the school district other than by
district order or county superintendent’s requisi-
tion and of the amounts withheld from apportion-
ments of state funds that are to be treated as
expendi'tures, such as the amount withheld for
district contributions to retirement funds.

The object classifications should be designated
on every warrant or warrant fegister sp that county
superintendents of schools may maintain the
accounting records of expenditures' necessary for
budget control of expendltures and for annual
report purposes.

The instructions in this part of the manual are ~

applicable to the budgeting, accounting, and
reporting of the General Fund and of all special
funds of every school district. The designation of
the object classifications applicable to any partic-

ular expenditure shall not be understood to mean _

that such expenditure represents an expenditure of
the General Fund or of any particular special fund.
The selection” of the fund for any particular
expenditure must be made in accordance with the
provisions of law; an,cj if two or more funds
may legally be employed, the determination of a
" particular fund must be made by action of the
‘governing board of the school district or of its
administrators.

The instructions in this part of the manual
provide for the uniform identification and classifi-
“cation of all expenditures of school districts and in
the County School Service Fund fiscal operations.
They should }be employed in the day-by-day
accounting of eéxpenditures during a fiscal year, in
the preparatiog of thé” budgets of the County
School Service/Fund and school districts pnor to,
or at the beginning of, the fiscal year, and in the
preparation of periodic financial reports, including
annual financial reports at or after the close of the

lCounty superintendents of schools are required to maintain
controls of school district expenditures by objects under the pro-
_ visions of Education Code sections 17202 and 20951.

fiscal year. They should be used as guides in the
accounting of the district expenditures by all
officials of.g district who have fiscal responsibilities
and by county “superintendents of schools and

* members of théir staffs. .

The school district budget form prescribed by

the Superintendent of Public Instruction and the
annual financial report form furnished by the
Superintendent of Public Instruction for the
reporting by county superintendents of schools for
school districts contemplate the use of the accrual
basis for the accounting of expenditures and a
partial accrual 'basis. for the accounting of income
of the funds of school districts except for the Bond
Interest and Redemption Fund. The accounting
and reporting of school district Bond Interest and
Redemption Funds either on the cash basis or the
accrual basis, as determined by each county audi-
tor, is acceptable to the Supennten&ent of Public
Instruction.

GENERAL INSTRUCTIONS

School districts are required to report expendi-
tures according to, the object classification plan
presented in this part of the manual. )

Objects of expenditure represent all the things,
whether goods or services, that may be purchased
by a school district. Examples are salaries, supphes
_and equipment.

Objects of expenditure may be classified in
many different ways. They may be grouped under
summary " headings, or they mgy be presented in
great detail. Grouping undegf summary headings
reduces volume—at the expense of clarity. Greater
detail improves understanding but is costly to
producg. In actual practice, considerable detail is
used in developing budgets and recording expendi-
tures; then, for reporting purposes, this detail is
'summarized under more generfl” classification
headings. .

All objects of. expenditures listed in Part III,
Expenditures, must be maintained by all school
districts and county superintendents of schools in
their day-to-day accounting of expenditures during
a fiscal year. The use of these objects will facilitate
the preparation of budgets and the various finan-
«cial reports requested by federal, state, cdunty, and

local agencies.
S
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1000
2000
3000
4000

5000
6000

7000
& 7900

Minimum budgetary control of school districts’
accounts by offices of county superintendents of

. schools must be maintained on the foHowing .
object of expenditure classifications:

Objects of Expenditure Classifications,

Their Content, and Instructions .
Regarding Their Use

then
studies. .
The followin'g comments, interpretations, and defi-
nitions are included to guide school officials in
determining whether the total salary, or a portion
of the salary, “should be ;ﬁ'a'rgcd to classification
. 1100, Teachers’ Salaries.
The total salary is rep::)rded in classification 1100,
Teachers’ Salaries, under the fol'lowmg conditions.

A certificated employee of a school district is

Certificated Salaries .

Classified Salaries

Employee Benefits

Books, Supplies, and Equip-
ment Replacement

Contracted Services and
Other Expenses

Capital Outlay

Other Outgo

Appropriation for Con-
tingencies

SECTION A -

1000 Certificated Salaries
1100 Teachers’ Salaries

Record the full-time salaries and fprorated portions
of salaries for all certificated personnel employed
for the direct instruction of 'pupils, including the
salaries for teachers of special classes, teachers of
exceptional children, teachers of physically handi-
capped and mentally retarded minors, substitute
teachers, and instructional television teachers.

The separate recording of teachers’ salaries, as
required by Education Code Section 17200 ini-
tially, should be accomplished on the basis of the
assignment given the certificated employee and
refined by periodically scheduled time

A

considered a full-time classcoom teacher if his
" full-time duties include classroom teaching for at

least one instructional period for each day he is

*wq

IR

'

employed to teach, and he is agsigned no duties

other than those that are connected with, or are
extensions of, Jassroom teaching. Such activities
include, but are not limited to, the following.

1. Preparation for, and evaluation of, classroom
‘work. ’

2. Extracurricular activities that arise out of
classrodbm work and are an extension of it.

3. Management and instruction in a study hall.

.4. Duties that are ordinarily assigned to certifi-
cated personnel in connection with the cus-
tody and control of pupils at recess, lunch
time, after school, or at other times. !

5. Intermittent duties assigned individually or
in connection with committee work, inser-
vice training, or institutes under the leader-
ship and djrection of a person who is not a
full-timee classroom teacher. Such duties have
as thejr purpose the evaluation or improve-
ment {of the educatipnal program in thé
schoolldistrict.

The salary must be prorated under’ the following
conditions:

If a certificated employee teapg(fs, at least one
instructional per'@d each day he 1s employed to
teach and is also.assigned other du}les neither in
cdnnection with, nor extensions of, cldssroom
teaching, his salary must be prorated and recorded
in classjfication 1100, Teachers’falaries, and 1n the
other classifications that provide for recording the
expenditures for the other assignment. The amount

B

recorded in classification 1100, Teachers’ Salaries, .

1s the product of the employee’s complefe salary
and the fraction of the full-time school day of the
employee spent as a classroom teacher in the

. performance of the duties that are in connection

with, or an extension of, classroom teaching, as
explained under the definition of a full-time
teacher. The remaining portion is then charged to
the classification in which expenditures for the

other assignment are recorded. [t should be under-

stood that some of the other ‘assignmients may
pertamr to work outside the field of teaching, and if
A teacher petforms such assignmen}s, it will be

_ necessary to prorate a portion of the salary to

subordinate classifications other than 1100,

Teachers’ Salaries. ,
The term other assignments includes, but is not
limited to, assignments usually and specifically

‘o
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, -

assigned to certificated persons employed 1n the
‘following types of positions: -

M. General supervisors, coordinators, directors,
specialists, consultants, supervisors of special
subjects or grades, and certificated assistants

. Principals, vice-principals, assistant princi-

pals, deans, ggd assistant deans 1n individual

schools )

Librarians, assistant librarians, audiovisual

personnel, counselors, nurses, psychologists,

psychometr'ists, audiometrists, and guidance
and attendance personnel

[ )

@

The term other assignments also includes, but is
not limited to, assignments usually and specifically
assigned to persons in the classified servicé em-
ployed as schgol bus driver, custodian, secretary to
the governing board, and supervisor, in transpor-
tation.

L)

School Administrators’ Salaries ’
Record the full-time salaries and prorated portions
of salaries of priricipals, vice-principals, administra-
tive deans in individual schools, and other such
personnel performing similar duties.

. K -
Supervisors’ Salaries
Record the full-time salaries and prorated portions
of salaries for certificated personnel engaged in the
super;/ision of instruction, including general super-
visors, coordinators, directors, consultants, and

. -

supervisors of special subjects or grades, and their .

H
certificated assistants.

NOTE. The, term supervision 1s used to designate
those activities having as theirr purpose the actual
improvement of instruction under the direction of
supervisors and assistants. Such actwities include (1)
personal conferences with teachers on instructional
problems, (2) classroom visitation, (3) group confer-
ences with teachers; and (4) demonstration teaching.

’

Librarians’ Salaries

Record the full-time salaries and prorated portions
of salaries of all certificated personnel performing
services of a librarian. '

Guidance, Welfare, and Attendance. Sal’aries
Record the full-time salaries and prorated portions
of salaries of social workers and -all certificated
personngl doing pupil personnel work, psychajo-
gists and psychometrists, and counselors. ,

.

N

1600 P ysical and Mental Health Salaries

1700

1800

1900

2000

2100

Record the full-time, part-time, and prorated por-
tions of salaries for health services rendered by
physicians, oculists, dentists, dental hygienists,
nurses, optometrists, school audiometrists, psychia-
trists, otologists, chiropodists, and such other
personnel as are authonzed in the field of physical
and mental health and who are on the payroll of

the school district.
Expenditures for health services by such personnel

not on the payroll of the school district are
recorded in classification 5100, Contracts for Per-
sonal Services of Consultants, Lecturers, and Others.

Superintendents’ Salaries

Record full-time, part-time, and prorated portions
of salaries of superintendents and of deputy,
associate, area, and assistant superintendents in
districts and offices of county superintendents of
schools.

Other Certificated Salaries of District and
County Administrative Offices

Record full-time, part-time, and prorated portions
of salaries of administrative assistants and directors
of administration activities.

Other Certificated Salaries .
Record full-time, part-time, and prorated portions
of salaries for-aft-tertificated personnel that do not
fall within one of the above categories.

Salaries paid to an employee on leave of absence
shall continue*to be charged in the same manner
and to the same account classification as was
applicable while the employee. was 1n active service
for the district.

-

Classified Salaries

-

Instructional Aides . for Direct Teaching
Assistance

Record total salanies paid to istructional aides,
any portion of whose duties are required to be
performed under the supervision of a classroom
teacher. [Education Code Section 17200 (c)]
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2500

Classified Salaries of County Superinten-
-dents’ Offices and District Administrative
+  Personnel

Include governing board members and’record full-
¢ time, part-time, and prorated portion of salaries of
supervisory personnel who are busmcss managers,
controllers, directots, chief acco;mtants supervi-
sors, purchq_smg agents, assistant.superintendents,

and superintendents. J

Clerical and Other Office Salaries

Record full-time, part-time, and prorated portion‘
of salaries paid to c]erks, secretaries, accountants; .
bookkeepers, machine, and computer operators,
and switchboard operators under thé appropnate'
program(s) for which they serve.

Maintenance and Operation Salaries

Record full time, part-time, and prorated portion
of salaries pand to personnel who maintain and
repanr. custodians, custodian helpers, matrons, gen-
eral utjlity men, firemen, dairymen, watchmen,
elevator operators, gardeners, and other personnel
who sweep, clean, polish, mop, care for buildings,
livestock, and ‘grounds, operate the heating and
ventilating systems, and perform any other general

2400

“ . housekeeping duties; and warehousemen, delivery-

men, truck drivers, and other personnel-involved in
the operation of the stores system.

Food Service Salanes

Record full-time, part-time, dnd prorated portion
of salaries of nutritionists, cooks, helpers, ‘and all
other food service personnel except those engaged
in the management of the food services program.
Transportation Salaries
Rccord the full-time, part-time, and proratcd pos-

. ‘uon~of salaries pald to bus dnvers, mechanics, field .
-coordinators, gasoline .pump attendants, and all
other personnel with assignments related to the:

. transpdrtation of students.

2900 Other Classffied Salaries S
. Record full-fime, part-time, and prorated portion
of salaries not identifiable with object classifica-
tions 2100 through 2600, such as noon supervision

b personnel.

- ' 4t

3000 Employee Benefits N .

Record all expenditures for employers’ contribu-
tions to retirement plans and for health and welfare
benefits for employees or their dependents, retired
employees, and board members.

B

\3100 State Teachers’ Retirement System Annuity

Fund

-

o

3200 Puablic Emplgyees’ Retirement Fund ‘

3300 OId Age, Survivors, Disability, and Health
. Insurance

3400 Health and Welfare Benefits e

3410 Health _and Welfare Benefits for
Teachers and Instructional Aides

3420 Health and Welfare Benefits for All.
Other Employees .

3500 State Unemployment Insurance

3510 Unemployment. Insurance for In-
structzonal Aides

3520 Unemployment Insurance for, A11
Other Employees

3600 Workmen'’s Compensation Insurance

3900 Other Benefits

4000 Books, Supph&s, and Equxpment Replace-
ment N ’

0

4100 Textbooks (In accordance with state

requirements)

Record the total amount expended each year on
supcg}mentary textbooks or basic textbooks. Defi-
nitions to be employed in classifying the cxpendn
tures follow:

[Elementary -

For elementary school, including grades seven and
eight of junior high school, “‘state textbooks,” as
defined in the California Administrative Code. Title
S, Education, Section 9500, are those textbooks
adopted by the State Board of Education for use in
elemcniary schools and listed as “‘basic textbooks”

- ‘
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and “§upplementary textbooks™ on. the form pro-
vided by the State Department of Education® for
requisitioning such free textbooks.

A “basic textbook” is a volume intended for use by
pupils as a basic source of study material for the
completion of a subject or course. In style,
organization, and content it should meet the basic
requirements of the subject course for which 1t is
intended: .

A “supplementary textbook” is one covering part
or all of a subject or course that is not intended for
use as a basic textbook, but is intended to supply

. information in addition to, or in &tension of, that

in the regular or basic textbook. The goveming
board may purchase and adopt supplementary
textbooks in addition to those free textbooks
supplied to the district. “Supplementary text-
books” shall be distinguished from reference or
library books by the fact that they are supplied in
quajitities permitting use by a group or the entire
class.

"‘T‘e.achers’ manuals” and “teacher editions™ relate
“to the specific basic ot supplementary textbook
intended for teachers’ use rather than pupils’ use.
Record expenditures for teachers’ manuals and
“teacher editions also in classification 4100,
Textbooks.

High School - -

For high schoolz grades nine through twelve,
Cregular textbooks,” as defined in the California
Administiaiive Code, Title S, Education, Section
9582(a), that are adopted for use as high school
textBook_s by the governing board of the district
under the provisions of Education Code Section
10001, shall be récorded in classification 4100,
Textbooks. .

Education Code Section 10001 provides that only
-textbooks published by publishers who have filed a
bond with the State Board of Education may be
adopted by the governing board of a school district
for use as textbooks in the schools of the district.
School officials should distinguish textbooks on
the basis of adoptions made by the governing board
of the district.

Record expenditures for teachers’ manuals and
teacher editions relating to such textbooks also in
classification 4100, Textbooks. :

4200 Other Books "

In accordance with state .requirements, library’
books are included. \ o
Record expenditures for (1) books that have not
been adopted by the proper authonty for use as
textbooks; (2) books such as reference books that

/
.are available for general use by students even

though such books may be used solely in the-
clgssroom; and (3) all other books used for
reference purposes furmushed in quantities too small
for group use.

NOTES: Expendituresfor periodicals, magazines, work-
books, text matenals, dnll books or exercise pads,
and Department of Education bulletins and the like are
not 1ncluded. but should be recorded in classification
4300, Instructional Supplies.

The cost of school library books for a new school
library or for matenal expansion shall be recorded in
classification 6300, Books and Media for New School
Libraries or Major Expansion of School Libraries.

¢

4300 Instructional Supplies

Record expenditures, including those for freight
and cartage, for all supplies to be used by pupils,
teachers, and other personnel in connection with
the instructional program. ,

Include all tests, periodicals, \qagazines, work-
books, and any other supplies used in the class:
room. Exclude any items of equipment as defined
in Part IV,

. .

4400 [Instructional Media Materials and Supplies

Record expenditures (including those for- freight
and carjage) for all materials and supplies, as
defined for classifications 4410 and 4420 follow-
ing, for use in the library and audiovisual programs.
Exclude from this category equipment as defined
in Part IV of this manual.

4410 [Instructional Media Materials

“Instructional media materials” means
those printed and published instructional
materials that ure suitable for use by, and
are to be used by, children and teachers in
elementary and secondary schools and in
ﬁb}ary and audiovisual programs and that
- with reasonable care and* use may be
expected to last more than one year. The
term includes such items as pedodigals,
documents, pamphlets, photographs, repro-
ductions, pictorial or graphic works, musi-




4500

4600

4700

4800

cal scores, maps, charts, globes, sl)und
recordings (including but not limited «to
those on discs and tapes), processed slides,
transparencies, films, filmstrips, kinescopes
and videotapes, processed microfilm,
models, realia, or any other printed and
published or audiovisual materials of simi-
lar nature made by any method developed.

4420 Instructional Media Supplies

“Instructional media supplies” means those
supplies necessary for the cataloging, pro-
cessing, storage, and retrieval functions of
the instructional media program. Supplies
include, but are not limited to, blank
magnetic audio tape and videotape, unpro-
cessed photographic film,
transparency film and transparency pro-
duction supplies, and other supplies neces-
sary for book and audiovisual cataloging
and processing. This term does not include
furniture and equipment necessary for the
media program.

)

Other Supplies

Record ~ expenditures for custodial, gardening,
maintenance, and other supplies for operation,
repair, and upkeep of equipment, buildings and
grounds, and vehicles; and school lunch, medical,
and office supplies and so forth.

Pupil TransportationSupplies

Food Services-
Record expenditures for all food used in a particu-
lar program,

4710 Food

‘47,20 Meals for Needy Pupils

4790 Other Food Services

Equipment Replacements

Record expenditures for articles of equipment, as
defined in Part IV, that are replaced op a plece for
piece basis. '

Contracted Services and Other Operating
Expenses

unprocessed .

5100

5200

5300

5400

Contracts for Personal Services of Consul-
tants, Lecturers, and Others for Direct
Assistance to Teachers, Pupils, or the Cur-
riculum or Health Program

Include Western Association of Schools and Collcges
{WASC) reports and testing services. Record con-
tracts for. services provided by the county super-
intendent of schools, other school districts, or
private enterprise. - .

Travel and Conference and Other Expense
Reimbursed

Record expenditures for travel and conferences and
miscellaneous employee reimbursements.

Dues and Memberships - -

Record the riembership fee of any district or
school in any society, association, or organization
as authorized by Education Code Section 1071.

Record the membership fee of the governing board
in any orgamzation as authonzed by Education
Code Section 1071. ' .

Insurance

5410 Fire and Theft
Record expenditures for all forms of insur-
ance Eovering the Jloss of, or damage to,
property of the school district from fire,
theft, storm, or any other cause.” Also
record here costs for appraisals of ptoperty
for insurance purposes.
5420 Liability Insurance
Record expenditures for insurance cover-
age of the district, its officers, and em-
ployees against losses resulting from
_ property damage or public liability.
5430 Fidelity Bond Premiums
Record expenditures for any bonds guaran-
teeing the school district 'against losses
resulting from the action of its employees.

5440

Pupil Insurance
Record expenditures for acudental death
insurance and medical and hospital insur-
ance for pupils. ‘




5500

5600

6000

6100

-

Utilities and Housekeeping S ervices

Record expenditures for wat;r, fuel, hight, power,
telephone, waste disposal, laundry and drycleaning,
and so forth. Include contracts for these services.

Contracts, Rents, and Leases

Record payments for rentals for, or leasing of,
land, playground sites, athletn, fields, equipment,
buildings and contracts for transportation, mainte-
nance and housekeeping services, cafeteria services,
and other services not otherwise designated. No
payments, including interest, if a}ly, related to
leases with option to purchaseshall be included for
state reimbursement purposes.

Legal, Election, and Audit Expenses

Record assessments, judgments, lawyers’ fees, elec-
tion costs, advertisements of bond sales, and soforth.

Other Services and Expense for Administra-
tive Districtwide Operation

Record expenses for surveys, appraisals, and costs
and interest on short-term loans of less than five

years.
NOTE: Apprasals in connection with site purchases
should be charged to object classification 6100, Sites
.and Improvement of Sites.

Interprogram Charges and Credits for'Direct
Services .

Record in‘terprogram charges and credits for direct
services or materials, equipment, and so forth.

Sites, Buildings, Books and Media, and New
Equipment

Sites and Improvement of Sites
Record expenditures for each of the following.

Acquisition of land and additions to old sites and
adjacent ways. Include incidental expenditures in
connection with the acquisition of sites, such as
appraisal fees, search and title insurance, surveys,
and condemnation proceedings and fees. If a site is
not purchased after the appraisal or survey, record
the expenditure in classification 5800, Other Ser-
vices and Expense for Administrative Districtwide
Operation. Incli;dg demolition costs for removal of
old buildings o ;newly acquired sites.

Improvement pf new and old sites’ and ad/'acent‘

ways. Include such work as grading, landscaping,
seeding, and planting shrubs and trees; constructing

6200

6300

6400

44
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new sidewalks, roadways, retaining walls, sewers,
and storm drains; installing hydrants; treating soil
and surfacing athletic fields and tennis courts for
the first time; furnishing and installing, for the first
time, fixed playground apparatus, flagpoles, gate-
ways, fences, and underground storage tanks that

~ are not parts of building service systems, and doing

d’emohticm work in connection with improvement
of sites. -

Payment of specual assessments. Inlude assess-
ments against the school district for capital improve-
ments such as streets, curbs, sewers, drains, and
pedestnian tunnels whether on or off school

property.

Buildings and Improvement of Buildings
Record costs of construction or purchase of new
buildings and additions and replacement of obso-
lete buildings, inluding advertising, architectural
and engineering fees; blueprinting, inspection ser-
‘vice {departmental or contract); tests and examina-
tions; demolition work in' connection with con-
struction of new buildings; installation of plumbing;
installation of _qlectrical, sprinkling, or warning
devices, installation of heating and ventilating
fixtures, attachments, and built-in fixtures; and
other expenditures directly related to the construc-
tion or acquisition of buildings.

Books and Media for New School Libraries
or Major Expansion of Sehool Libraries

6310 Library Books

6320 Library Materials

Refer to object classification 4410 for
definition of instructional media inaterials.

Equipment -

Record expenditures for initial and additional
items of equipment, such as furniture, vehicles,
machinery, and fumishings that are not integral
parts of the building or building service system.

Equipment 1s defined in Part IV of this manual.

Piece-for-piece replacements of equipment are
reported in Jassification 4800, Equipment Replace-
ments. Initial additional built-in fixtures that are
an ntegral part of the building or building service
system are reported in classification 6200, Build-
ings and Improvement of Buildings.

.
Y *
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- 7000

7100

" 7200

hs -~

6410 Audiovisual Equipment
6420 Library Equipment
6430. Food Service Equipmen;
649'_0 All'Other Equipment

Other Outgo
Debt Service
Debt service consists of expenditures for the
retirement ,of debt and for interest on debt, except
prinicipal and interest on current loans (money
borrowed and repa:d duning the same fiscal year).
7110 Annual Repayment on Account of
. Public School Building Apportion-
i ment
7120 Annual Repayment on Account of
’ State School Building Apportion-
'y -ment
7130 Bond Redemption
7140 Bond Interest and Other Service
Charges
Record expenditures for bond interest and
bond and coupon service fees.
7150 Repayment of State School Building
- Fund Aid by Warrant to the State
Treasurer Out of Proceeds from Sales
of Bonds (Educuiion Code Section
19590)
7160 P(;yments to Original District for
Aéquisition of Property
Record expenditures to cover the liability
of a “new school district” to the original
district for its proportionate share of the
bonded indebtedness of the original district
{Education Code Section 190%).
7190 Other Payments
Outgoing Tuition ~ ,

7210 Tuition for Junior High School
A Qrades Seven and-Eight) (Education
Code sections 5605—5611)

. .
+ Y
A . 4S5 .
. 3
- .
. »

7220 Tuition for Instruction Under Inter-
district Attendance Agreements
Record tuition under interdistrict atten-
dance agreements for general or specific
instructional services, including transporta.
tion, for designated pupils (Education
Code sections 10801-10809).

7230 Tuition for Instruction Provided in a
Tuberculosis or Polio Ward

Record tuition for education provided in a
tuberculosis or polio ward, hospital, or
sanatorium maintained by a_county or
group of counties (Education Code sec-
tions 6851-6855).

7240 Tuition and Transportation of Chil-
dren Attending Classes for Handi-
capped

Record tuition and transportation costs o
children attending classes for physically
handicapped (Education Code sections 894
and 6806); educationally handicapped
(éducation Code Section 6751); multiply
handicapped (Education Code Section
6871); and mentally retarded (Education
Code sections 895, 6904, and 6910) main-
tained by a county superintendent of
schools or by other school districts.

1

7250 Tuition for Regional Occupational
Centers or Programs (Current
Expense) - S '
Record tuition paid for current expensé
only, to regional occupational centers or
programs operated by other school dis-
tricts, county superintendents of schools,
and regiona! occupational centers operated
under a joint powers agreement. .

7260 Tuition for Regional 0ccupati6nal
" Centers or Programs (Capital Outlay)
Record tuitior paid for capital outlay
expense only, to regional occupational
centers or prcgrams operated by other
school districts, county superintendents of
schools, and régional occupationdl centers
operated under a-joint powers agreement.

-9




7270 Tuition for Nonimmigrant Children,
Noncitizen Children, and Children
Residing in Foster Homes and Chil-
dren’s Institutions (Education Code
sections 6950—6957)

7280 Tuition for Exceptional Children
Record tuition paid for the education of
exceptional children for whom no appro-
priate special education facilities and ser-

vices are available or can be provided
(Education Code sections 6870—6874.6).

7290 Other Tt{ition

Exceptions

Interdistrict paymefznfg for specific services such as
health, administrationr, and instruction provided by one
school district for another or for the transportation of
pupils to the schools of the district making the payment
- should be charged to ‘the appropriate object expenditure
classification applicable to such service.

When such an interdistrict payment 1s received, it must

be accounted for and recorded on any financial reportsasa

reduction” of the expense for such services. The gross
amount expended, the amount recovered’ by payments
from one or more other districts, and the net amount of
expense are desirable for local financial cost studies, and
costs should be available for state reports if requested.

»

7300 Interfund Transfers

Record the following transfers:

7310 From the General Fund to the Chil-
- dren’s Center Fund and the Devélop-
ment Centers for Handicapped
Minors Fund (Education Code Sec-
tion 17201 and California Adminis-
trative Code, Title 5, Education,
sections 17900 and 18100)

7320 Between the. General Fund and the
Special Reserve Fund - (Education
Code sections 21401-21404)

7330 To the Public School Building Fund

or to the State School Building Fund
from All Other funds of the District
(Education Code sections 19447 and .
19624)
Record transfers of any monies of the
district that are required to be expended
for the project for which such apportion-
ment was made. R

7340 From the Bond Interest and Redemp-
tion Fund to the General Fund
Record transfers of monies from the Bond
Interest and Redemption Fund, after all
principal and interest payments have been
made, to the General Fund or to the
Special Reserve Fund (Education Code
sections 22055-22056).

7390 Other Authorized Interfund

Pransfers ¢
7400 Other Transfers . -
. /\Ji

7410 From Funds of a Lapsed or Reorga-
nized School District to Another
School District (Education Code Sec-
tion 2705)

7420 To the County School Service -Fund
for the Education of Mentally Re-
tarded Minors
Record transfers in school districts with
less than 901 units of average daily atten-
dance in the elementary schools of the
district (Education Code Secuon 895). The
funds are raised by a specxal tax and
*transferred by the county auditor.

7900 Appropriation for Contingencies (formerly
Undistributed Reserve) ‘
Appropriation for contingencies is that portion of
the current fiscal yedr’s appropriation that is not
designated for any specific purpose. but is held
subject to lhe_ intrabudget lran‘sfer‘; that 1s, transfer.
to other, specific appropriations as needed during
the fiscal year. No expendiluré shall ever be
recorded under this classification, it 1s an appropri-
_ation classification only.
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) SECTION B
Direct and lndir,gct Cost Distribution-

[

Distribution of direct and indirect costs to
instructional and support programs provides the
means for assessing the fiscal impact of operating
those programs. This kind of cost identification is
critical to the development of a meaningful man-
agement information system.

Allocation of direct costs and distribution of
direct support charges and indirect charges are
presented herein for determination of total pro-
gram costs.

Direct Costs

Direct costs constitute all costs of the district in
actual dollars. All direct costs charged to programs
are classified as objects of expenditure. These
objects of expenditure are discussed in detail in
Part III, Section A.

Direct costs should be charged to the program
most clearly identified with the purpose for the
cost. Examples of costs easily identified with a
particular program are teachers’ salaries, bus driv-
ers’ salaries, textbooks, gasoline, and tires.

Other direct costs such as fringe benefits, substi-
tute teachers” salaries, and miscellaneous instruc-
tional supplies—that are not so easily related to
specific programs—may be charged to holding
(suspense) accounts for subsequent reallocation to
using programs.

Direct Cost Prorations

Direct cost prorations may be defined as the
assignment or distribution of costs to programs in
proportion to the bepefits such expenditures pro-
vide in accordance with a formula or other
equitable procedure. Two kinds of direct costs
require proration. those charged to a holding
account for subsequent reallocation and those split
between two or more programs at the time of
initial recording of the costs. -

Holding Accounts

The holding account is a suspense account,
. which holds the costs temporarily until they are
assigned to the appropriate using program. Direct
costs_such as fringe benefits, substitute teachers’
salarsfgb,

or miscellaneous instructional'supp,lies are
a8 N T

4'7

difficult to assign direct

y because they are lump

sum payments. The use pf holding accounts facili-

tates timeliness of detail
allows for clear determi
placement of charges.

Fringe benefits. It is

accounting processes and
nation of the appropriate

recommended that the

holding account for fringe benefits be located in

General Support. For
program might be used

example, the personne]
for holding purposes. The

proper object of expenditure should be used with

the initial charge to the
following example:

10lding account, as in the

Detailed expense code Amount
Pro-
Description Site Ob)e;ct gram Debit Credit
STRS Anhuity Fund f
Expense (Holding) 500 * 31010 XXX $20,000 +
Cash in County : '
Treasury 500 | 9100 | XXX $20,000
Instructional
Program Fringe
Benefit E xpense 181 3100 | XXX 2500
STRS Annuity
Fund Expense
{Holding) 500 | 3100 | XXX 2,500

NOTE The two entries represen

t {(a) the intuial recerding of a State

Teachers’ Retirement System Annuity Fund disbursernent in its

proper object and holding account,

proration of a share of the S
Annuity Fund from the hoid
program, For purposes of
allocation, factors may be
representing amounts per certif
classified employee, respectively

Subsiitute teacher salc
cating the costs of short

teachers should be basr

certificated teaching per
tutes. Since substitutes 1
benefit of the teacher
programs, both long- a
may be charged to all
basis.

The tptal cost of subs
the number of eligible ce
nel and allocated to the
the number of eligible ¢
program. Collecting the
preferred so that the
experience at each site.
made monthly froma h
Support. ’

and (b) the subsequent
ate Tea/rngrs Retirement System
ng

GOl to an instructional
mej:ung %’mge benefit expense
ablish in the payfroll system

lcated employee and amounts per

iries. The method of allo-
+ and long-term substitute
ed upon the number of
sonnel eligible for substi-
nay be considered a fringe
and a normal cost of all
Pd short-term substitutes
programs on a pro rata

titutes may be divided by
rtificated teaching person-
programs in proportion to
ertificated teachers in the
se costs by site may be
proration is relative to
The proration should be
plding account in General
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Miscellanevus instructional  supplies.  Miscel-
laneous instructional supplies should be allpcated
to instructional programs on the basis of the ratio
of each program’s enrollment to the total accumu-

. lated enrollment of all instructional ,programs.

. Expenditures for instructional supplies that are not
identifiable with specific programs should be
charged to a holding account in Instructional
Media and then prorated to e programs monthly.

" Two or More Programs. . , N

Salaries of personnel working in two or more
programs must be prorated on the basis of time
spent in each program. Equipment and services
that are utilized by more than one program must

_be prorated on the basis of equipment usage and
the percent of service provided to each program.

Direct Support Charges

. Direct support charges constitute a reallocatlon
of portions of the direct costs accumulated in
support programs for services rendered®directly to
other programs. The following criteria may be
applied to identify a charge as direct support.

. 1. The administrator of the using program usu-
ally has some control over, or responsibility
for, the costs of services.

2. The costs of services in question would no
longer be necessary if the using program were
discontinued. :

* One example of a direct support charge is the
cost for a field trip charged to an instructional pro-
gram by the transportation program-—a service
rendered to an instructional program that was speci-

fically requested, beyond the normal home-to./_F%g‘.fe HI-19.
school transportation services that are provided tq igure UI~2/fﬂ

students. .

Another example would be a fee paid to a nurse
or psychologist rendering specific sesv;ces such as
a guest lecturer to an instructional program. .

Direct costs of support programs may also be
charged to other support programs as direct sup-
port charges. For example, if the Instructional
Media program requests maintenance on its equip-
ment, the cost of the time and material will be

. shown initially as a direct cost of the Maintenance
program but wiil subsequently be distributed as a
direct support charge to the Instructional Media
program.

lll 12
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Auxiliary programs such as Food Services may
distribute direct support charges to other pro-
grams. For example, the direct costs of special
preschool meals will initially be charged to the
Food Service program and subsequently will be
distributed as a direct support chatge to the
Preschool program.. .

The charges for a support program’s services that
directly benefit other programs, such as transporta-
tion services provided to an instructional program
for a field trip, should be charged to the using
instructional program in much the same manner
that an outside firm charges for its services. The
charge is actually a transfer of costs and may be
accumulated and charged via a work order system.
A work order system (or sep(ice order system) is a
method of ordering and accounting for services
provided. The work order provides for the costing
of time and materials nécessary to complete the
job requested.

After allocation of support program charges, the

" cost of a support program will appear as total

direct costs plus direct support costs from other
programs, less direct support charges to other
programs. The cost of an instructional program will
appear as total direct costs plus direct support
charges.

Direct support program charges should be dis-
tributed but they should be shown separately and
as ap-addition (debit) to the programs they directly
support. As direct support program charges are
added to other programs, a like amount will be
subtracted from (credited to) the support programs
from which the charges were distributed (see

ustrates costs allocated from a
support program (Transportation) to an instruc-
tional,program (Program A) for services (field
trips).
Section A of Figure I1I-2
of the program’s activities.
Section B reflects the eharges of direct services

shows the direct costs

, provided by support programs. In the figure, the

costs of field trips provided for Program A are
credited to the Transportation program and sub-
sequently charged to Program A. ,

The allocation of indirect support costs is
necessary for programs that receive state or federal
categoncal aid. Section C shows the remaining




Direct Net total

. - Direct support direct
costsa charges R costs
1 2 3 .

lr;structional Program / i

PIOGEAM A .ottt ieieenien ) S 44,000 $12,100° $ 56,100

ProgramB ... ...iiiiiiiiaiaen.n, 53,000 13,000¢ 66,000

Program € ...... e - 24,000 16,0009 40,000

Physically Handicapped ....... ..... . ] 15,000 8,000° . 23,000

Instructional Support . ,

Special Projects: . - M
Neighborhood Youth Corps ......... 18,000 . 18,000
Miller-Unruh Reading Program . ... ... 22,000 (16,000)9 6000

Geheral Support 4 , )

Transportation .. ... e e e 58,000 (21,000)¢-¢ 37,000

Operations ......... PRI 75.000 (12,100)° 62900
Total .. ..... e e $309,000 0 _ $309,000

»

%
aSalanes, supolies, equipment, fringe benefits. and so forth

bCare of football field required new sodding at $7,500. laundry and
repair of athletic uniforms required $4,600 An interprogram
charge, object classification 5900. 1s used for Operations: crediting -
Operations $12,100 and debiting Program A $12,100.

°rleid trips for Peegram B covered 26,000 miles at $0 50 per mile,
or $13,000 An interprugram charge, object classification 5900, is
used for Transportation, crediting Transportation $13,000 and
' debiting Program B $13,000

-
i

costs of support program activities that may be
allocated to instructional programs on a pro rata

_ basis. As can be seen, all the remaining costs of the
Transportation program are allocated in Section C
from the Transportation program to,the instruc-
tional programs. If indirect support costs are
allocated, the support programs will show a zero
balance, and the instructional programs will reflect
all of the costs of the district.

Support services may be charged to using
instructional programs as illustrated in Figure I1I-2.

The following services should be charged as
direct support to using instructional programs as
described:

Instructional Support. Costs of services for the
use of instructional media, special book orders, and
special | projects should be transferred through
object of expend'i}ure code 5900. Costs transferred
,should not include the pro rata share of salaries of
personnel actually teaching part-time in instruc-
tional programs. Other services charged to instruc-
tional programs, such as media equipment rental,
should include the total costs of rendering the

. services requested.

[
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dlnstr,ucnonal costs for the Miller-Unruh program (teachers saiaries,
instructional supphes, and so forth) amounted to $16,000 An
interprogram charge, object classification 5900, is used for the
Milter-Unruh program, crediting the Miller-Unruh program $16,000
and debiting Program C $16,000 —

®Special transportation for physically handicapped pupils amuunted
to $38.000 An interprograr: charge, object classification 5900, 1s
used for Transportation, crediting Transportation $8,000 and
debiting the Physically Handicapped program $8,000.

Figure 111-1. IHustration of a Direct Support Charge Allocation

Pupil Services. Special pupil services costs should
be transferred through object bf expenditure code
5900. These special services include services of
psychologists and nurses, special testing, and physi-
cal examinations. The direct support charges of
Pupil Services distributed to other using programs
should include the actual cost of providing the
service. This would normaiiy include salaries, fringe
benefits, materials, and supplies charged out via a
work order system on a time-and-materials basis.

Transportation Services .Costs of transportation
services should be transferred to the instructional
programs utilizing these services through object of
expenditure code 5900. It is recommended that
charges for special transportation services be calcu-
lated at a fixed rate per mile based on costs in prior
years. = . A

. D

Maintenance Services. Special maintenance ser-
vices such as equipment repairs should be trans-
ferred through object of expenditure code 5900.
The using program should be charged for actual
costs of providing the service. This would normally
include salafies, fringe benefits, materials, and

.
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BUDGET STATUS REPORT - BUDGET STATUS REPORT
Program: A ' Program Code ‘|. Program: Transportation Program Code*
Location: Site Code. XXX Location Districtwide Site Code. XXX

A. Dirsct Program Costs . A. Direct Program Costs

1. Certificated Salaries ) 1. Certificated Salaries
2. Classified Salaries 2. Classified Salariés
3. Employee Benefits 3. Employee Benefits
4. Books; Supplies, etc. ... - 4. Books, Supphes etc.
" 5. Equipment Replacement 5. Equipment Replacement. .................
6. Other Operating E xpenses . 6. Other Operating Expenses . ..
7. éaputal Outlay .. 7. Capital Qutlay .

Total Direct Costs , Total Direct Costs

B. Direct Support Program Costs B. Diwrect Support ProgramCosts

. Instructional Administration . 8. Instructional Administration

. Instructional Media ' 9. Wnstructional Media

. School Administration 10. School Administration

. Special Projects (See list) 11. Special Projects (See list) .

. Attendance and Welfare : 12. Attendance and Welfare .

. Guidance and Counseling . 13. Guidance and Counseling

. Health 4. Health

. District Administration . e e 5. Distnict Admmnstra‘_uon

. Maintenance 16. Maintenance . —................. ..

. Operations . | 17 Operations

. Transportation (Field trips) e 18 Transportation (Fietd tnps)

. Community Services [19. Community Services .
. Facihities Acquisition and Construction 20. Facihities Acquisition and Construction . .. .-
. Food Services . cea , 21. Food Services

. Other 22: Other

fotal Direct Support.Charges Total Direct Support Charges
Total Direct and Direct Support Costs Total Direct and Direct Support Costs

. Indirect Support Program Costs C. Indirect Support Program Costs

. Instructional Support ..... 23. Instructional Support
. Pupil Services . .. 24, Pupil Services
. General Support | _25. General Support
{Home-toschool transportation = $61) {Home-to-school transpogtation}
LAuxiiary . ........... ettt 26. Auxihary
: ) 27. Other
Total Indirect Support Charges . _Total Indirect Support Charges

Total Program Costs ’ Total Program Costs

1 . . .

a'l'ransportatn.m vosts for direct services are alsu charged to other NOTE This illustration does not intermingle costs among the

using instructional programs. ‘ direct. direct support, and indirect support categories. The direct

costs of instructional programs and support programs are not

affected by direct support or indirect support charges. The support

b — charges are kept within their own sections. and direct costs are

Transportation costs may also be allucated to the other instruc subtotaled before adding or subtracting direct support charges.

_ tional programs if the dnstrnct chooses to allucate indirect support Consequently. direct costs will be cumulative for all programs and
costs. then combined with support services. _

Figure 111-2. llustration of Cost Allocations from a Support Program to an Instructional Program

~ .

supplies charged out via a work order system on a benefit of a particular program. These costs should
time-and-materials basis. be billed at actual costs of providing the service.

3

s

Operations Services. Operations services should County Superintendent and District Adnunistra-
be transferred to using programs through object of tion. Administrative services should be transferred
expenditure code 5900. Operations services tu be to using programs through object of expenditure
charged include laundry and dry cleaning, uniform code 5900. Administrative services to be charged .
repair, and other special services performed for the include special data-processing services, duplicating

50 7
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and reproduction services, and other special admin-
istrative services. Administrative services should
include the actual cost of providing the service.

Special Projects. Special projects are programs -
that are somewhat unique in that they have their
own funding and often their own administrative
staff, but they may in some cases be entirely in
support of an instructional program or another
support program. For example,.the costs of an
ESEA, Title II, special project might be charged
entirely on a direct support ,charge basis to
instructional media, and the costs of a Miller-
Unruh reading program might be charged on the
same basis entirely to the reading program.

The purpose of placing special projects in the
instructional support area of the program structure
is to provide certain information relative to the.
project: (1) total costs of the special project
including direct support costs charged from other
support programs, but excluding indirect support
charges, (2) total direct costs of general education,
or the cost of the normal district effort before
special support from the special project, (3) total

district effort in an instructional program, includ-
ing the general education effort, special project
support, and other direct support charges; and (4)
the noninstructional portion of the special project, .
representing costs that may be allocated to other
support areas if desired. i

Figure III-3 illustrates a special project co$t
allocation. ' .

N
o

Indirect Support . .

The district has the option of charging all of its
support program costs to its instructional .pro-
grams. Those costs of support programs remaining
after direct support charges have been transferred,
are considered indirect costs of the instructional
program because they are more remotely reldted to
the instructional process and are generally aimed at
all of the instructional programs as a group.

Indirect support charges should be made only to .
instructional programs. Little is accomplished by
allocating indirect charges of one support prog}am
to another support program, because all costs of
support programs except auxiliary programs may

Net total

’ Direct Direct
Direct support support direct
costs charges—int - charges—out « costs
1 2 ' 3 ' 4
Instructional Program ’
Program D ........... e $ 33,000 sso,ooog $ 63,000°
Program € .. iv.vuniniininn. 46,000 20,000 66,000°..
ProgramF ..., ....... 53,0007 20,000 . 73,000¢
Instructional Support
Instructional Administration . 18,000 ($5,000) . 13,000
Instructional Media ........... 38,000d 10,000d' bd 48,000d p
ESEA (Special project) 90,000 15,000 € (80,000)™" 25,0007
Pupil Services . ............... 28,000 (4,000) 24,000
General’'Support ............. 86,000 (6,000) 80,000
Total ........... e $392,000 $95,000 ($95,000) $392,000

3These amounts are the total direct costs of general education, or
the costs of the normal district effort before support from the
special project (ESEA) )

bThese charges represent direct support charges from Elementary
and Secondary Education Act programs to other programs.
Instructional Media 1s debited $10,000 for the library program,
Program D 1s debited $30,000; Program E 1s debited $20,000, and
Program F is debited $20,000 A total of $80,000 I1s credited to
ESEA i -

“These amounts represent the total district etfort for each of these

special nstructional programs, including all general education
effort, special project support, and other direct support chqrges

dThe total costs uf the ESEA program equal either the direct costs
in column (1) plus the incoming direct support charges in column

(2}, or the total direct costs in calumn (4) pius the dutgomg direct
support charges in culumn (3). This tutal may or may not cuincide
with the brogram's entitlement because the district may contribute
to the program. For example, in this illustration the total costs of
the ESEA program amount to $105,000, the entitlement may have
amounted to only $100,000 and the remaining $5,000 contrib-
uted to the program by the district

eThIS amount represents direct support charges from other support

programs charged P tHe ESEA program $5,000 from Instrue-
tional Administration, $4,000 from Pupil Services, and $6,000
from General Support. A-total of $15,000 is debited to ESEA

fThls noninstructional portion of the special project represents
cousts that may be alivcated to other support areas if desired, such
&s ESEA, Title i1, hbrary books.

Figure I11-3. Nlustration of Special- Project Cost Allocation
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ultimately be charged to the instructional program

"if the total distribution of all indirect support

charges seems desirable for district management.

Indirect support costy can be allocated to
instructional programs by several different meth-
ods; however, for state reporting purposes, two
methods must be used, as applicable: (1) allocation
by number of teachers and aides; and (2) allocation
by program enrollment.

Allocations Based on Number of
Teachers and Aides

The undistributed costs remaining in the /nstruc-
tional Support, Special Projects, Maintenance, and
Operdtions programs must be distributed as indi-
rect support charges to all instructional programs
on the basis of the ratio of number of teachers and
instructional aides in each instructional program to
the total number of teachers and aides in all
instructional programs. '

Example:

A district employs 1,000 teachers and instructional
aides in all instructional programs. One hundred teachers
and aides are assigned to one instructional program,
Program X. One-tenth of the undistributed costs remain-
ing in the support programs are distributed to Program
X . X .

Allocations Based on Program
Enrollment

The undistributed costs remaining in the Pupil
Services, District Administration, and Transporta-
tion programs muyst be distributed as indirect
support charges to all instructional programs on
the basis of the ratio -of- each instructional pro-
gram’s enrollment to the total accumulated enroll-
ment, by grade span (life span), in all instructional
programs. N

This method involves two steps:

1. To determine each grade span’s share of the
undistributed direct costs remaining in a
program (e.g., Transportation program),
school districts determine the number of
students served by the program at each grade
span level (preformal, elemenfary, secondary,

. and adult).

. A proportionate share is distributed for each
grade span as an inditect support charge to
that grade7 span’s instructional programs. If a

I3

%
district has 25 instructional programs, it adds
the enrollment in all 25 programs to obtain a
total accumulated enrollment. Each instruc-
tional program shares in the indirect support
charges based on the ratio of its enrollment to
the total accumulated enrollment in all 25
instructional programs.

Example (Transportation):

A unified district transports 12,000 students from
home to school at a cost of $100,000.
Step 1:

The umber of students served, by grade span, is as
follows:

.

Elementary 9,000
High school 3,000
Adult 0

Total 12,000

The elementary grade span’s share of the $100,000
home-to-school costs is 9,000/12,000 X $100,000, o
$75,000. .

Step 2:
The $75,000 is allocated among all elementary instrue-
tional programs on the basis of the ratio of each
program’s enroliment to the total accumulated enroll-
" ment 1 all elementary instructional programs. There are
25 instructional programs at the elementary level. Total
accumulated enrollment for all 25 programs is 10,000.
Program A has an enrollment of 1,000 pupils. Program A
1s charged 1,000/10,000 X $75,000, or $7,500. The
remaining $25,000, whl& 1s allocated to the secondary
grade span, is distnibuted among high school instructional
programs ir- the same manner.

SECTION C
iscellaneous Accounting "Procedures

Methods of accounting for cooperative projects
operated among districts, accounting by funds,
accoufiting for stores, and abatements of expendi-
tures including use of contra accounts are included
in this section. - ’

Cooperative Projects_

California school districts and offices of co\fmty
superintendents of schools often pool their re-
sources and operate certain federal and state
projects on a cooperative basis. This procedure
usually calls for or'e)a school district or county

oL
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superintendent of schools to operate the profect
for one or more other school districts or county
superintendents. The operating- school agency s
usually referred to as a local eduu,atlonal agency.or
local operating agency.

The Annual Financial Report as specified by the
State of California is used to collect fiscal data for
comparative and management purposes. Current
expense and the costs of education are developed
on a cost per unit of average daily attendance
(a.d.a.) basis. Therefore, it is necessary that each
school agency report its own share of the income
and expenditures when the agency is involved in a
cooperative project if valid arative data are
to be obtained. o

District and county sdperintendents 1nvolved in
cooperative projects must report the income and
expenditures resulting from their involvement in
the project in the*following manner:

1. Each participating district or office of a
county superintendent enters its share of the
projett entitlement in the appropriate income
classification on the Annual Financial Report
form. If it is an ESEA, Title I, project, for
example, the income will appear in classifica-
tion 8160.

2. Each participating dxstnct and county, except

the district operating the project, reports its
share of the cost of the  project in the
expendlture object classification 5600, Con-
trcts, Rents, and Leases. Its share of the cost

_will normally be equal to its share of the

income.

. The qperating district mpst account for all of

the costs of the cooperative project in the
appropriate expenditure classifications during
the project year. At the end of the year, the
operating district will abate the total coopera-

‘tive project expenditures by the amount of

income Tectived from each of the other

participating school agencies and will report
the net costs on its Annual Financial Report.

Some cooperative projects are established only
to meet specific federal entitlement requirements.
Such projects usually require that one district serve
as the applicant district for purposes of disbursing
federal funds to the other participating dlstncts
The participating districts are operating their own
projects in this situation. In the implementation of

this type of cooperative project, quarterly cash
advances may be made directly to the administra-
tive agent of the applicant district for deposit dnd
disbursement. Applicant districts should deposit
their prorated amounts in an account under income
classification 8160 and the prorated amounts for
participating districts under classification 8490. A
copy of the cooperatjvt agreement filed with the
county superintendént will serve to authorize
payment to the participating districts. Disburse-
ment transactions by the operating district should
be handled as abatements to classification 8490.
Participating districts should record income under
classification 8160. All expenditures are to be
recorded in accordance with ¥he California School
Accounting Manual .

- Sl

Accounting by Funds

Separate, balanced records should be maintained
for the General Fund and for each special fund.
The General Fund may be used for.atearly all the
purposes shown in this outline. Special funds are

_usually highly restricted by ldw as to their usage.

For example, the Bond Interest and Redemption

"Fund will include only fhe following objects of

expenditure: classification. 7130, Bond Redemp-
tion, classification 7140, ﬁ’ond Interest and Other
Service Charges, and classification 7300, Interfund
Transfers. Responsibility for this fund is vested in
the coun%y auditor. The school district budget
form (State Department of Education Form J41)
indicates the objects of expenditure authorized by
law for each of the several*funds of school districts.

Accounting for Stores

Payments for the purchase of ‘‘stores” (see
Part V of this manual), defined as goods on hgnd in
central storerooms subject to requisition, are simi-
lar to expenditures but are not classified as such.
These payments constitute the increase of-an asset
account, Stores, equal to the reduction in another
asset account, Cash in County Treasury.

The issuance of stores must be accounted in the

records of the school distfict( as a reduction of the
asset account, Stores, and ,as a charge to the
appropriate expenditure object and program for
which the stores were issued.

and, to the extent that. the county

4

Sucli accounting .

.should” be continuous in the records of the school -
district,
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superintendent of schools maintains correspondihg
records, sunpmaries of the issuance ofystores shall
be reported to the county superintendent by the
school district periodically, preferably not less
frequently than monthly. In any event, the balance
in ghe Storedaccount at the end of each fisgal year

ould represent’ the value of the storej in the
warehouse of the school district.  =_

~
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Abatements of Expenditur

Abatement of experditure is the ¢ancellation of
a part or the whole of a charge previously made,
usually owing to refunds, rebates, resale of mate-
rials origindlly purchased by the school district, or
collections for loss or damage to school property.
Abatement of expenditure applies to both current
expense and capital outlay expenditures from all
funds. Tuition receipts, fees, &nd rentals shall not
be treated as abatements of expenditure. This
definition must be olgserved in making all decisions
as t& whether a receipt is to be reported as income
or as an abatement of expehditure.

The basic distinction that must be. bome in mind
is that an abatement of expendrture must always
represent a receipt that cancels a part or the whole
of a determinable item of previous expenditure. If
a receipt cannot be substantiated as a cancellation
of a specific expenditure it must be reported as
income. .

The term recezpt as used here, is to be consid-
ered as referring to the receipt of cash, excépt in
those $chool districts in whjch the accounting is on
an accrual basis. Districts operating on an accrual

the receipt of cash, that is, as an account receiv-
able, Adjustments between expenditure accounts
to correct errors in the distribution of charges
should -not be considered ~as abatements of
_expenditure. '
< , Y
Accounting Instructions for Abatements
Receipts that represent cancellations of expen-
ditures must be accounted as abatements of expen-
ditures previously 1m.urred by crediting such
receipts to the respective expenditure accounts,
thereby eliminating any credit to i’ncome accounfs.
Receipts representing abatements of expen-
ditures must be accounted by abating the appro-

basis enter an abatement of expgnditure prior to

-

priate expenditure accounts during the fiscal year

. in which the receipts and the expenditures occur.

In no case may receipts of a current fiscal year be
accounted as abatements of expendrtures of a prior
fiscal year, unless s&ch receipts {vere accrued by

e establishment of an account, receivable in the
prior fiscal year. If an abatement does not occur in
q_}; same year as the expenditure or a receivable

1as not been set up, the receipt should be shown as

a receivable when it occurs and will, therefore be
an adjustment to the begmmng balance.-1t should
not go into either income or expense.

° Abatements of expenditures must be accounted
as such at the time that the ,receipts occur
throughout tHe fiscal year/by 1mmed1ate1y credit-
ing .the receipts to the app‘erate expenditure
accounts instead of crgditing them to any income
account.

Except as the /accounting is maintained on a

* current basis in tlje records of the county superin-

tendent of schodls and the school district, and
except for city schiqgl districts that supply month-
ly or annual reports incomeand expenditures to
the county supenntendent of schools on the basis
of net data, distgicts must report to the county

. superintendent sat the end of the fiscal year on all

abatements of expendltures

All appropriations, apportlonments subsrdles or
grants-in-aid from any governmental unit must be
accounted as income recelpts not as abatements of
expenditure.

) -
Use bf Contra Accounts

"Whenever abatements of any patticular type are
numerous, and especially if considerable amounts_
are involved, it is recommended that the credits be
made t@a contra account instead of directly to the

. expenditure account. The contra account should

be identified as ‘““Abatements of * (insert-
ing the name of the expenditure qccount to which
it relates). It should be maintained adjacent to the
corresponding expenditure account in the expendi-
ture (or appropriation) subsidiary ledger. The

\contra account will receive only credit entries for

abatements. By this procedure, the undesirable
features of a “mixed™ account are avoided, and
gross expenditure, abatements, and net expendi-
ture can be determined easily at any time.

A
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Relationship of Abatements of Expenditure
to Appropriation Control

Regardless of whether abatements of expendi-
ture are treated as direct credits to expenditure
accounts or- as indirect reductions of expenditure
by the use of contra accounfs as described under
the preceding heading, the control of expenditures
must be in terms of net expenditures. Districts that
antmpate abatements of expenditure items should
prepare their budgets on the basis of net expendi-
tures and aftach supporting schedules indicating~
the antlclpated gross expendltures and the antici-

. pated reduction by reason of abaternents of such .

expenditures.

’

Principal Types of-Abatements
of Expenditure

The following receipts™must be accounted as
abatements of expenditure if receipt and expendi-
ture occur in the same fiscal year:

1. Receipts from sales of supplies and new .

‘ materials at cost (a) to students for per-

* sonal ownership (e.g., art and shop mate-
rials); (b) to students by means of vending
machjnes dispensing articles supplied -by
districts; or {c) to other governmental
units, including school districts
NOTE' Some of these sales may be credited to stores
accounts instead of being abated to expenditure ac-
counts, depending on the local accounting methods
employed.

2. Refunds of overpayments (@) from teach-
ers and other employees; or (b) from
vendors,and other payees

3. Refunds  for return of containers,
drums, wire spools, and the like

4. Reimbursement of cost of repairs or re-
placement of damaged or lost property (a)
from puplls, parents or guardians for IOSs

oil

‘A

~J

10.

.
<

of books or damage to school proi)erty, or
(b) from contractors or any other individ-
uals for damage to or loss of "school

property

. Refunds from a transportation company

for unused portions of carfare books,
tickets, and the like

. Refunds of gasoline tax for nonhighway

use b

. Cancelled warrants (not ou;lawed warrants)

Receipts from sale, in lieu of trade-in, of
used equipment being replaced, such as
automobiles, typewriters, and the like

. Refunds of premiums or dividends on

insurance

Receipts from settlements of insurance
claims on_ztcount of building, supply, and
equipment losses (a) of any amount re-
ceived for loss of a building requiring -
replacement or reconstruction within the
current fiscal ygar; or (b) any amount
received on account of a loss of supplies or

equipment.
NOTE. The total amount recordcd as an abatement of
‘expenditures made for repair or replacement of supples

. or equipment losses shall not exceed the Zmount ex-

11.

12.

_ments theregn -~

pended for this purpose during the same fiscal year.

Receipts from the sale either of a portion
of a new site or of buildings or improve-

<

Receipts from subléasing, an unuszd por-
tion of premises that the district had to

‘rent as a whole to obtain. the portion

desired for school purposes "
NOTE: y amounts received 1n excess of the Telated
expense shall be recorded as muscellaneous revenue

- (mcome), and not as abatements.

Lo ‘/‘.-\
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! | Exhibit IH-A

]
‘ . .
Salary object classifications Position titles Salary object cléssuﬁcauons Position titles
e . 1900 Other Civic Center Employee*®
-Certificated Salaries . Ceruficated Consyltant*
1100  Teachers Teacher, Assistant* N Persannel :::r;:;l?;gwgnkd S.uperwsor'
R Teacher, Regular e rker
Teacher, Speech Therapist® k¢ ge . ‘
Teacher, Student* I Classified Salaries
Teacher, Substitute -
Teacher, Tutor ® 2100 [nstrucuonal Instructional Aide
£ Aides
1200-  School Admin. Dean °
strators Dean, Assistant 2200 County « | Governing Board Member
Principal and District dusiness Manager
. Principal, Vice . Administra- Controller
Principal, Assistant L; tive Personnel Director
Registrar * - Chief Accountant
Supervisor
1300 Supervisors Consultant : Purchasing Agent , :
Coordinator Assistant Superintendent
Director ¢ Superintendent
Speciahist
Supervisor, General 2300 Clerical and g:fk
. Superwisor, Special gther Office . cretary
Supervisor, Assistant ersonnel Accountant
‘ Lt Bookkeeper
14?0 Lubranans' b Librarian Machine Operator -
Libranan, Assistant . Computer Operator
* 1500 - Guidance, Counselor,PupuyPa;em' _ Switchhoard Operator
Welfare, and Psychologist 2400 Maintenance Maintenance Employee
Attendance Psyjchometnst and . Custodian
Personnel Social Worker Operation Custodian’s Helper
1600 Physical and Audiologist Personnel Elevator Operator .
Mental Health Audiometrist Fireman .
Personnel Chiropodist i Gardener
- Dentist . Matron
Dental Hygrenist ~ . Utihity Man, Generat
Nurse ' Watchman
- Oclilyst Other Housekeeping Position
Optometrist Deliyery Man _
Otologist __ - Truck Driver
Ph,lsicnarT' Wzrehouseman
Psychiatrist 2500 Food Service ' Director
1700 Superintendents District Administration— Personnel Supervisor ,
Supernintendent 4 . Nutritionist
Supenntendent . e Manager *
Superintendent, Assistant . : | Cook
Superintendent, Associate * : Helper M
n )
Superintendent, Deputy | 2600  Transportation Bus Driver
County Administration— i Personnel Mechamc
.| Supenntendent* . Field Coordinator
) - -
1800  “Other Certificated  {- Administrative Assistant , Gasoline Pump Attendant
i District end County Director Other
Administrators - Dlrector;.Assmant' 2300 Other Classified Noon-Playground T
i RN Personnel Supervisor
3 8/\ . . : Recreation Worker '
. N
E *Position not included in object definitigns, . - .
: ,
|
'z : ‘
i .
1 ¢ .
E -
; . o 56 | ,
E : .
4
ewe - ) * : .
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Some of the most perplexing problems in school
accounting are those of distinguishing between
supplies and equipment; between equipment and
improvement of grounds; and between equipment/
building fixtures and service sygtems. Nevertheless,
in" accounting for school expenditures, districts
must correctly identify each expenditure if the
necessary uniformity”of accountxng is to be main-

tained.

Whether an item should be considered as equip-
ment or as supplies can be determined*on the basis

. of the length of time the item js serviceable and on

its contribution to the value of the. plant. For
example, supplies are coristantly being consumed
and replaced without increasing the value of the
physical properties of the school district. Equip-
ment has relatively permanent value, and its
purchase increases the value of the physical’ proper—
ties of the school district.

Expenditures for equipment, improvement of
sites, building fixtures, and service systems are

ually charged as capital outlay, those for sup-
;Ees, as current expense. The original purchase of
equipment or of additional equipment must be
recorded in object classification 6400, Equipment.
Expenditures for piece-by-piece repiacement of
equipment must be charged to object classification
4800, Equipment Replacement. .-

. In aceounting® for expendltures all school “dis-
tricts must use the same plan for making the
required decisions. This plan must confain clearly
stated criteria regarding the dlstlngulsmng features
of the items to be accounted for that is, criteria
that can be used in determining correctly the

Part IV

éupplies and Capital Outlay Including Equipment,
Sites and Improvement of Sites, Building
Fixtures, and Service Systems

Criteria for Distinguishing Between
Supplies and Equipment

Supplies are items of an expendable nature that
apé consumed or worn out, deteriorate in use, or
e easily broken, damaged, or lost.

Examples. paper, pencils, cleaning materials,
nails, scissors, test tubes, thumb-
tacks, and keys

Items that have a relatively short service life @w

than two years) and therefore tfhust be replaced
frequently are charged as supplies.

chamois, and rubber

»

Examples brooms,
stamps

Some articles clearly do not belong to either of
the two preceding groups. They have the character-
istics of equipment but they have a low.unit cost
or are frequently lost, broken, or worn out and
replaced in normal use. To obtain uniformity, the
classifier should assign items to the various classifi-
cations on the basis of the answers he must give to
the questions in the following list. If the answer to
any one of these five questions is yes, the item
should be classified as a supply item, and the
expense should be recorded under object.classifica-
tion 4000 except for classification 4800, Equip-
ment Replacement If all answers are no, the item
should be 'dassified under object classification
6400, Equtpment . e

1. Does the ‘item lose its original, shape and
appearance with use?

2. Is it consumable, with a normal service life of
less than two years?

3. Is it easily broken, damaged or lost in normal

2

"

use?

Q . . V-1 ' : \

} disposition of the charges to accounts. 57
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4. Is it usually more feasible to replace it with an
entirely new unit than to repair it?

5. Isitan in'expensive item, having the character-
istigs of equipment? Does the small unit cost
make it inadvisable to capitalize the item?

Criteria for Identification
of Capital Outlay

Capital Outlay expenditures are those that result i

in the acquisition of capital assets or additions to
capital assets. ey are expenditures for sites,
improvement of sites, buildings, improvement of
buildings, building fixtures, service systems, and
purchase of initial or additional equipment.

Equipment

Equpment includes movable personal property
of a relatively permanent nature and/or of signifi-
cant value.

Examples: Furniture,; machines, musical in- -

struments, and vehicles

NOTE: Nonconsumable articles generally classified
as supphies should be Jlassified as equipment if they
are purchased to start or expand materially the
equipping of a school, classroom, library, or gther
facility. If equipment 1s constructed by district
employees, the cost of the materials and labor as well
as mdirect costs should be recorded as the total cost
of the item produced.

Equipment mu‘st be recorded under object class-
ification 6400.

New Sites and Improvement of Sites

New Sites and Improvement of Sutes includes
acquisition of land, improvement of new and old
-sites and adjacent ways, and acquisition of physical
' property of a permanent nature attached to land.

Examples land, curbs, grading, playground
surfacing, retaining walls, side-
walks, storm drain systems, land-
scaping, driveways, parking lots,
fixed playground apparatus, and

- flagpoles

. New sites and improvement of sites must be
recorded under object classification 6100.

[iuildjngs )

Buildings includes the construction or purchase
cost of new buildings and additions, including
advertising costs, architectural and. engineering

ERIC
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fees, blueprints, inspection, tests and examinations,
demolition, the razing of existing obsolete or old
buildings to clear sites for new buildings, building
fixtures and service systems, and any other expen-
ditures directly related to the construction or
acquisifion ¢f buildings.

Buildings must be recorded under object classifi-
cation 6200.

Improvement of Buildings

Improvement of Buildings includes alerations,
remodeling, renovations, and replacement of build-
ings in whole or in part. Improvements include the
replacement of an existing building unit or con-
struction of an improved or superior uhit, usually
resulting in a more efficient or longer-lasting
property. Significant improvement should be con-
sidered as capital outlay expenditures.

Improvement of buildings must be recorded
under object classification 6200.

Building Fixtures

Building Fixtures include attachments to build-
ings that are not subject:to transfer or removal,
presumably function as an integral part of the-
building, and have a fairly long and useful life.
Such fixtures are generally dccepted as real pro-
pérty and lose functional identity as separate units.

Building fixtures must be recorded under object

* classification 6200.

Service Systems

Service Systems include any parts of a building
that are intended to serve a single function
throughout the building; are¢”usally included as a
part of the original construction or subsequently
added in whole or in part; are built as an integral
part of a building; and are expected to have a long

" and useful life. Such systems are generally accepted

as real property and lose 1dent1ty as separate units.
Examples: mtercommumcatlon systems or

" - air-conditipning systems o

Criteria for Identification of _B};j:lding

. Fixtures and Service Systems

The followmg <riteria provide a umform basis -
for the identification of building fixtures and
service sy stems. To be classified as either a buﬂdmg
fixturé or a service system, an 1tem must coniorm
to five criteria:

*




1. The item is attached permanently to the
building. : ‘

2. The item functions as part of the building.

3. Removal of the item results in appreciable
damage to the building or impairs the de-
signied use of the facility.

4. The item is generally accepted as real prop-

> erty (not personal property).

5. The item loses identity as a separate unit.

Service systems must be recorded under object
classification 6200. -

Purchase, Rental, Lease, or
Lease with Option to Purchase

Fixed assets can be acquired by purchase, rental,
lease, or lease with option to purchase. These
acquisitions are accounted for as follows:

Purchase of a fixed asset is charged as any other
purchase for which title passes upon receipt of
payment. ’

List of Supplies, Equipment, Improvement of Sites, e

Ra

Rental of a fixed asset does not increase the
assets of the district and-therefore is not charged to
a capital expenditure account. Rentais are charged
to 5600—Contracts, Rents, and Leases. Exception.
If equipment is rented for a specific capital outlay

" project (e.g., a tractor for a major landscaping

project), the amount paid should be added to that
project as a capital expenditure.

Lease -of a fixed asset is usually- for a period of
one year or more. Title does not pass to the
district, and charges are to 5600—Contracts, Rents,
and Leases. .

Lease with option to purchase a fixed asset is
charged to the appropriate object classification
number under 6000-Sites, Buildings, Books and
Media, and New Equipment, 4800—Equipment
Replacement, or 5600—Contracts, Rents, and
Leases.'

Tan payments inciuding interest, 1if any, related to a lease with
option to purchase shall not be included for state reunbursement

purposes.
. T/rr/ i
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Building Fixtuyres, and Service Systems

The letters after the items in the followirig list
of items classified as supplies, equipment, improve-
ment of sites, building fixtures, or service systems
are to be interpreted as having the following
meanings: a N

E = Equipment

S = Supplies >

I = Improvement of Site
BF = Building Fixtures

SS = Service Systems

In making decisions for correct accounting
determinations, districts should use the list in
conjunction with the criteria. Many of the items
listed “as equipment would have to be considered as
materials for the, imptovement of sites if they were
attached to the land’ building fixtures if they were
attached to the buildings, or service systems if they
were integral parts of such systems.

If an item cannot be found in the list, another

Abrasives—S Acetylene—-S.
Absorbent cotton—S
Account books—S

Accounting forms-S

Accounting machines—E

Acids—S

Achievement tests—S :

Adding machine ribbons-S
Adding machine tapes—S

item of similar nature can be found and the same
class used for both items.? In some instances the

item must be identified by associating it with one |

of the general classes of items included in the list.
For example, the item can be identified by
associating it with one of the following classes of
supplies: chemicals, cioth, clothing, compounds,
dishes, drugs, food, games, glassware, machines
(small hand), medicines, paint, parts (repair), sta-
tionery, tableware, tools (hand, not in sets), and -
utensils; or by associating it with one of the
following classes of equipment: apparatus, appli-
ances (household), cabinets, furniture, implements

(farm), livestock, machines (large), tool sets
(hand), and tools (power).
2An additional source 1s Handbook Il Financial Accounting
Classification and Standard Terminology for Local and State School
Svstems. Washington, D.C. Office of Education, U.S. Department of
Health, Education, and Welfare, 1972,
Adding machines—E -

Addressing machine plat
Addressing machine ribbons ~S
Addressing rhachine stencils-S
Addressing machines—E

P
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Adhesive tape—S
Adzes—S
+ Air, compressed —S
Air compressors--E
Air-conditioning systems-SS
Air~conditioning units,
casement—E
Air gauges, tire—S
+ Alr hoists—E
Albums—S§
Alcohol-S
Alidades, telescopic—E
Alignment gauges, camber,
toe-in—E
Ammeters—~E
Ammonia-S
Ampules—S
Anatomical charts—S
Anatomical models—E
Andirons—E
Anerhometers—E
\Anesthetics—8
<" Aniline dyes—S
Animal boxes—S |
\ Annunciators—E
' Antifreeze—S
'Antiseptic gauze—S
- Antiseptics—-S
Antitoxins—S
Anvils—E ’
Apparatus cabinets—E
Apparatus, medical, scientific,
electronic, photographic,
arc-weldirtg—E
Appliances, household—E"
=~ Applicators, throat—S
Aprons—S
Aquariums—E .
Arc-welding apparatus—E
Arch supports—-S v
Archery sets—S
Architects scales, I-inch
measure—S
Armature girowlers—E
Arrows—S R
Art canvases—S
Art crayons—S
Art erasers=$
Art paints—S8

¥

Art paper—S
Asbestos—S
Ash cans--S
Asphalt-S
Asphalt roofing and siding—S
Astringents—S
Astrographs, wall-E
Athletic uniforms-S -
Atlases—S
Atomizers—~S
Audiometers—E
Auger bits—S
Augers—S
Autoclaves—E -
Automatic regulating valves—S
Automobile accessories—S
Automobile controls for handi-
capped persons—S
Automobile defrosters—S
Automobile fuel tanks--S v
Automobile heaters-—-S
Automobile lifts—E
Autoemobile signals—S

Automobile tires and tubes—S

Automobiles—E
Awards—S

Awls—S L
Awnings, fixed—BF
Awnings, removable—E
Axes—S

- Babbit metal—S ‘

Backboards, indoor, fixed -BF

Backboards, outdoor, fixed—1

Backboards, portable—E

Backstops, fixed—I ,

Backstops, portable—E

Badges—S

Badminton rackets—S

Bags—-S

Baking pans—S

Baking powder--S

Baking soda—S

Balances, beam—E

Balances, small spring—S

Baling presses, compression
moulding--E

Ball bearings—S

* Ball peen hammers—S

Balloons—S .

'
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Ballo' boxes—S

Balls—S

Band instruments—E

Band saw blades—S

Band saws—E

Band uniforms—E
Bandages--S

Bands, rubber—S

Banners-—-S

Barber shop tools, electrical—E
Barber shop tocls, hand—-S
Barber-type furniture—E
Barographs—E ’
Barometers—E . ,
Barrels—S .
Bars, horizontal, portable --E
Baseballs—S

Bases, baseball-S

Bases, electric lamp—S
Bases, flagpole—I

Basins, portable—S
Basketball shqes—S
Basketballs—S ‘
Baskets, container—S

Bath curtains—S

Bath mats—S

Bath robes—S

Bathtub fittings—-S
Batons—S

Bats—-S ..

Batteries, electric—S

Battery charges -E

Battery clegents—S

Batting, cotton--S

Beads, arts and crafts—S
Beakers—S

Beam, compass—E

Bean bags-—-S

Bearings, ball-S

Bearings, roller—S .
Beaters, egg, electric—E
Beaters, egg, hand—-S

Beauty class furniture—E
Bedding-S ¢
Bedpans—S

. Beds—E ' .

Bedspreads--S
Bedsprings—S
Beeswax—S
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Bellows, hand =S
Bellows, power—E
Bells, call-S
Bélls, small hand or desk—S
Belt dressings—S .

Bench stops—S

Benches—E

Benzene—S

Bevels—S

Bicycle racks, fixed—I

Bicycle racks, portable~E

Bicycles—E

Billheads—-S

Billing machines—E

Binders, agricultural—E
. Binders, looseleaf-S

Bmdmg cloth—-S

~

Bit braces—S
Bit tools—S
. Bits—S
Bladkboard pdinters—S
Blackbogeds, portable—E

Bla bar‘ds, small slate—S
. dders—S
Blades, saw-S - .

Blankets--S .
Blanks, printed—S

Bleachers, outdoor, fixed—I

Bleachers, portable—E

Bleaches—S -

Blinds; venetian—BF

Blocks, hat—S |

Blocks, kindergarten—S

Blocks, surface hardened—S.

Blocks, terminal—S

Blood analysis apparatus
complete—E

Blood plasnta ‘cabinets—E -

Blood pressure apparatus—E

Blotter holders—S

Blotter pads—S

Blotters—S

~

Belts—S .

Bleachers, indoor, fixed—BF

Blowers—E

Blowpipes—S

Blueprint machines—E
Blueprint paper—S
Bluing—S

Boards, bread—S

Boards, bulletin, fixed—BF
Boards, bulletin, portable—E
Boards, carrom-S

Boards, checker—S
Boards, drawing—S
Boards, emery—S

Boards, gantes—S

Boards, ironing—E = _
Boards, ironing, built-in—-BF
Boards, lumber—S

Boards, mounting—S
Boards, sandwich—S8
Boards, wash—S

Boats or canoes—~E
Bobbins—S

Bodies, bus—E

Bodies, truck—E
Bodkins—S

Boiler cleaners—S

Boiler compounds—S
Boiler firing tools—S

Bolt cutters—S

ook pockets—-S

Book records—S

Book stacks—E

Book trucks—E
Bookbinding machinery—E
Bookcases, portable—E
Bookcases sectional—E
Bookcloth—S
Bookcovers—S
Bookends—S
Bookkeeping forms—S
Bookkeeping machines—E
Bookplates—S

Books—S ,

Books, cash—S

Books, composition—S
"™~ Books, library—E

Y
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.Brooders-w-E

Books, looseleaf note—S
Books, record—S

Books, text-S

Boots—S

_ Boring machmes precision, table

or Vertl,cal types—E
Bottle syphons—S

_ Bottles—S

Bowling alley pins— S
Bowls—S ‘
Bowils, wq’ter closet—S
Bows, archery—S
Box files, cardboard—S
Boxes—S ! ’
Boxes, electrical-S
Boxing gloves—S
Boxing rings, complete—E
Boyle’s law apparatus,
complete unit—E
Brake lmmg S )
Brake lmmg maclunes E
Brakes and folders, hand or
power-iE
Brakes, cdmplefe replacement units—S
Brass pohshes-—S ,
Brass rods~S | "‘-,
Brass sheets—S L
Bread kniyes—S o '
Bread pans—S h ‘
Bread slicers, mechanica!—E
Bread toasters, electric—E
Breadboards—S ;
Breakers, circuit—S
Bricks—S |
Bridges,. Mheatstone and
similarE
Bridles—S;
Briefcases—-S
Broilers, e/fectn‘c—E
Bronze, casting—S
Bronzing hquld S

Brooms, l”gand -S
Brooms, power-driven—E
Brushes--S
Buckets—$
Bucksaws+S
Buffers, electric—~E
Bug spray$-—-S '

LY
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Bulbs, electric light—S
Bulbs, flower—S
Bulletin boards, fixed—BF
Bulletin boards, portable~E
Bunting—-S ’
X Burettss—\s,g;,
Burlap—S & ,
Burners, Bunisen—S
Bus accessories—S
Bus chassis—E
* Bus repair parts—S
Bus tickets—S
Bus tires and tubes—S -
Bus tokens—S
Bus wagons—E
Buses—E -
Bushings—S
Butter spreaders—S
Buttons—S
Buttons, push—S
Buzzers—S
Cabinets, apparatus—E
Cabinets, beverage cooling,
ice ot electric—E
Cabinets, filing—E
Cabinets, fixed—BF
Cabinets, frozen food storage—E
Cabinets, ice cream, ice or
electric—E .
«Cabinets, laboratory—E
Cabinets, lantern slide—E
Cabinets, portable—E
Cabinets, print, drafting—E
Cabinets, printers, galley~E
. Cabinets, printers, type—E
Cabinets, supply—E
Cable-S
Cages—E ]
Cake knives—S
Cake pans—S*
Cake soaps—S
Calcimine—S
Calculating-machines—E
Calendar pads—S
Calendar stands--S
Calendars—S
Calico—S
Calipers—-S
Call bells—S

nr s
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Calorimeters, continuous

flow—E
Calorimeters, electric—E
Cameras—E
Cameras, motion picture—E
Cameras, still—-E
Cameras, TV-E .
Can covers | |
Can openers—S
Candles—-S
Candlesticks—S
Canes—S
Canners-E
Canoes—E
Cans, ash—S
Cans, garbage—S
Cans, rubbish—S8
Canvas—S
Cappers—E
Caps, metal--S
Carbide—S
Carbon dioxide--S
Carbon paper—-S

.Carbon ribbons-S

Carborundum stones—S

Carburetors—-S

Card holders—S

Card punching and sorting
device—E

Card racks—E

Card tables—E

Cardboard—S

Cardboard boxes—S

Cards—S

Carpenters squares—S

Carpet beaters—S

Carpets—E

Carrom boards—S8

Carrom cues—S

Carrom rings—S

Carts—E

Carving knives—S

Cases, brief—S

Cases, cardboard--S

Cases, display--E

Cases, file—E

Cases, laboratory—E

Cases, musical instruments,
large'—E ‘
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tases, musical instruments,
small—S

Cases, supply—E

Cases, type—E

Cash boxes-S

Cash registers—E

Casters—S

Casting bronze—S

Catalog cards—S

Catches~S

Cattle—E

Caulking compounds—S

Caulking irons, all sizes—S .

Caustics—S

Cellophane—S

Cells, photoelectric—S

Celluloid—S

Cement, construction—S8

Cement, liquid—S

Centering machines—E

Centrifuges—E

Certificates—S

Chafing dishes—S

Chain hoists—E

Chains—S

Chains, tire—S

Chair pads—S

Chairs—-E

Chairs, folding—E

Chalkboards, fixed—BF

Chalkboards, portable—E

Chalks—S

Chamois-S

Change holders—S

Charcoal-S

Charge slips—S

Chargers, battery—E

Chart stands—E

Charts, large—E

Charts, small-S

Chassis, bus—E

Chassis, truck- E

Check handling machines—E

Checkbooks—S

Checker boards—S

Checkers—-S

Checks, brass—S

Checkwriters—E

Cheesecloth—S




‘Chemicals—S
Chemistry glassware—S
Chemistry rubber goods—S
Chimes, large—E
Chimes, small—S
Chinaware—S
Chisels, in sets—E
Chisels, not insets—S
Choppers, food, hand-operated -S
Choppers, food, power—E
Circuit breakers—S
Clamps—S
Clay-S
Clay modeling tools—S
Cleaners, flue—S
Cleaners, steam vapor—E
" Cleaners, vacuum—E
Cleaning compounds—S
Clinometers, photoelectric—E
Clippers, electric—E
Clippers, hand—S
_Clips—S
Clock systems, program,
electric—-SS
Clocks, desk—S
Clocks, wall-E .
Cloth-S
Cloth binding—S
Cloth cutting machines—E
Cloth nets—S
Clothes baskets—S
Clothes brushes-S
Clothes dryvers—E
Clothes hooks—-S
. Clotheslines—S
Clothespins—S
. Clothing—S
Clutch rebuilding apparatus—E
Coat hangers—S
Coat hooks—S

" Cocoa mats—S

Coffee cans—S

Coffee grinders—E

.. Coffee percolators, eleetric—E

Coffee pots—S .

Coffee urns—E, N

Coin, currency, and check
handling machines—E

Colanders—S

v

Collapsible tables—E

Colored pencils—S

Colorimeters—E

Coloring dyes—S

Combines—E

Combs—S

Combustion analyzers—E

Comparators—E

Compasses, blackboard—S

Compasses, drawing—S

Compasses, magnetic—E o

Compasses, magnetic, pocket—S

Compounds—S

Compressed air—S

Compressors, air—E

Computing machines—E

Condensers, electronic—S

Condensers, ignition
distribution—S

Condiments—S |

Conduit boxes—S

Conduits and fittings—S

Connecting rod aligners—E

Connecting rod boring
machines—E

Connecting rod rebabbiting
jigs—E

Connectors, wire—S

Construction paper—S

Containers—S

Conveyors—E

Cookers, pressure—E

Cooking stoves—E

Cooking utensils—S

Coolers, water—E

Coping saw blades—S

Copper—S

Coppers, soldering—S

Copyholders—S

Cord-S

Cords, electric—S

Cores, valve—S

Cork-S

Corkscrews—S

" Cornices, metal—S ~

Correction fluid, stencil—S .
Corrosives—S

Corrugated paper—S
Costumers—E

Costumes, theatrical-S
Cots—E .
Cotter pins—S
Cotton, absorbent—S
Cotton-gauze—S
Couches—E
Counter freezers—E
Counters, fixed—BF
Counters, revolution and

stroke—S
Countersinks—S .
Couplings~S
Coveralls—S
Covers—S
Crayons—S
Crockery—S
Crocks—S
Cross-section paper—S
Crucibles—S
Crude o0il-S
Crushed. rock—S
Crystals, watch—S
Cues, carrom—S
Cultivators—E
Culverts, sheet metal—S
Cup hooks-S
Cupboards~E
Cups—-S
Cups, grease—S
Curbs—I
Curling irons—S
Curtain rods—S _
Curtains, shower and window—S
Curtains, stage—~BF
Curtains, cycloroma—-BF
Curtains, window—S
Cuticle pushers—S
Cutlery—S
Cutters, glass—S
Cutters, large—E

* Cutters, pastry—S
Cutters, plane—S
Cutters, small~-S
Cylinder boring machines—E
Cylinder oils—S
Cylinders, dictating machine—S

_ Cylinders, gas—E
Cylinders, hydrometer jar—S
Cylinders, mailing—S




Dampers—S
Date stamps—S. -
Daters—S o
Dating machines—E
-Pecorations—S
Deep fat fryers—E -
Deep freezers—E
Dental abrasive points—S
Dental benches—E
/" Dental cabinets—E
Dental chairs—E
Dental charts—5
‘Dental drilling apparatus—E
Dental drills—S
Dental instruments, small—S
Deodorizers—S
Desk blotters—S
Desk lamps—S
Desk letter baskets—S
Desk pads—S
Desks—E
Developers, photographic—S
Developing tanks~—S
Dextrin—S
Dextrose—S
Diaries—S i
Dictating machine cylinders,
discs, and tapes—S
Dictating machines—E
Dictionaries, abridged—S
Dictionaries, large
unabridged—E
Dictionary stands—E
Dies, insets—E
Dies, not in sets—S
Diesel engines, integral
parts of larger units—S
Diesel engines for use in
classrooms—E
Diploma covers--S
_Diploma ribbons*S
Diploma seals—5
Diptomas—S
Discs, optical-E
Discs, phonograph—S
Dish-broshes—S
Dish cloths—S
Dish pans—S
| Dish trucks—E

Dishes—S

Dishwashers, fixed—BF ~

Dishwashers, portable—-E
Disinfectants--S
Dispensers, soap—S
Display cases—E
Display mounts—S
Dissecting sets—S
Distilled water—S
Distilling apparatus—E
Distributor boxes—S
Distributors—S

Ditto machines—E

‘Dividers—-S .

Doilies—S

. Dollies—S

Dolls—-S ~
Doormats—S

Doors—S

Dowels—S

Drafting instruments--S
Drafting machines—E
Draglines—S

Drain cleaners—S

Drain pans—S

Drain plugs—S

. Drain plungers—S

Drain tile—-S
Drainpipe flushers—S
Drapery—BF
Drapery cloth—S

_ Drawing boards—S

Drawing compasses—S
Drawing instruments—S
Drawing paper—S
Drawing pens—S
Drawing tables—E
Dressers, emery wheel--S
Dressings, belt—S
Drier; ink—S

Drier, paint—S

Drier, varnish—-S

Drift meters—E

Drift pins, all sizes—S

Drill bits—S

Drill points—S

Drill presses, bench, floor,
or radial-E

Drills, hand—S

Drills, power—E ”
Drinking water coolers,

electric or ice—E
Driveways—I B -
Drugs—S <
Drums, bass, kettle, snare—E
Drums, fiber—S
Drums, metal—S
Drums, other than musical—-S
Dry cells—S
Dry measures—S
Dryers—E

. Dryers, clothes—E

e

Dryers, hair—E

Drygoods—S

Drying units, infrared—E
Dumbbells—-S

Duplicating machine brushes-S *
Duplicating machine ink-S __
Duplicating machine paper—S
Duplicating machine parts—S
Duplicating machine rolls—S
Duplicating machines—E
Dustcloths—S

Dusters—S

Dustpans—S

Dyes—S

Earthenware—S

Easels, large—E

Easels, small-S

Edge tools, except cutting :

dies—S
Edgers, lawn—E
Educatiomal tests—S |
Eggbeaters, electric—E
Eggbeaters, hand—S
Elastic—S
Electric batteries—S
Electric clippers, sheep,

horse—E -
Electric cords—S
Electric dishwashers—E
Electric floor 3crubbers--E
Electric fuses—S
Electric hot plates—E
Electric irons—E
Electric lamp bases=S..
Electric tight bulbs—S
Electric mixers—E
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Electric sanding machines—E

Electric switches—S

Electric toasters—E

Electric tube testers—E

Electric vacuum cleaners—E

Electric waxing machines—E

Electric welding apparatus—-E

Electric wires—S

Electrical boxes—S

Electrical systems—SS

Electrodes—S

Electrolysis apparatus—E

Electromagnets, laboratory S

Electronic components -S

Electronic deviation meters—E

Electronic frequency meters—E

Electronic power supply and
voltage regulators—E

Electronic recording devices,
graphical and visua]—-E

Electronic tubes—S

Electronic volt-ohmmeters—E

Elements, battery—S

Embassers—E

"Embossing fluid—S

Embossing pdns-S
Emery boards—S

Emery cloth-S

Emery powder—S
Emery wheel dressgfs—S
‘Emery wheels—S
Enamel-S

Enameled ware-S
Encyclopedia, set—E
End tables—E

“Engineers scales, measure—S

Engine flushing machines—E

Engines, for use in classrooms—E

Engines, integral parts of
larger units—S

Enlargers—E

Envelope sealers—E -

Envelopes—S ,

Epsom salts—S

Eradicator, ink—S

Erasers, electric—-E

Erasers, hand —S

Exhibit cases—E

Exposure meters, camera~E

Extensometers—E
inguishers, fire --E
Extractars -E

Eye charts--S

Eyelets—S

Fabrics-S

Face and eye shields—S
Faces, archery—S

Falling weiglt rammers—E
Fans, electric, portable—E
Fasteners—-S

Fasteners, apparel—S
Faucets, combination or single—E
Feldspar—-S

Felt-S

Fences—I

"Fencing foils—S
Ferrules—S

Fertilizers—S

Fiber rod S

Fiber sheets-S

Fiber tubes—S
Fiberboard—S

'Figures, geometn'cJal, models,

in sets—E

File boxes—-S

File cards—S

File folders—S

Files, wood and metal working—S
Filing cabinets—E

Filing machines—E
!Filings—S

Fillers, battery—S

Fillers, ink—S

Fillers, paint—S

Fillers, wood—S

Film—S

Films, motion picture—E
‘Films, photographic—~S
Films, television—S

Film cement-S '

Filter paper—S

Filters, small-S

Fingers, rubber—S
Filmstrips—S

Firearms—E

Fire axes—S

Fire extinguisheE refills—S
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Fire extinguishersZE

Fire hooks—~S .
Fire safety systems—SS

Fire shovels—~S

Fire tongs—S

Fireplace fixtures—E

Fittings, lubrication—S

First aid kits—S

Flagpole bases—I

Flagpoles—I

Flags, large -E

Flags, small—-S

Flashlights—S ;
Flasks—S -
Flatirons, electric+E
Flavorings—S

Flaxseed—S

Flexible cord sets—-S

Flexible metal hose—S
Flexible metal tubing—S *
Floats, hydrometer—S

Floats, plumbing—S
Floodlights, portable—E

Floor covering, wall-to-wall--BF
Floor oil-S

Floor scrubbers, electric—E
Floor waxes—S

Flour-S

Flower bulbs—S
Flowerpots—S\

Flowers—S

Flue cleaners—S i
Fluorescent lamps—S
Fluorescent starters—S
Fluoroscopes—E

Flushers, drainpipe—S

Flush valves—S

Flux-S

Fly sprays—S »
Folders—S : )
Folding chairs—E

Folding tables—E- .
Food—S

Football dummies, tackling—-S
Football shoes—S .
Football uniforms—S«

.Footballs--S

Forceps—S
Forges—E




Forks, silverware—S Gases—S Gras:s seed—S

Forks, spading—S Gaskets—S Grass shears, hand operated—S
Forks, tuning—S Gasoline—S . Grass shears, power operated—E
. Formaldehyde—S . Gasoline dispensing pumps, 9 Grates, stove—S.
Forms, dress—E electric—E Gravel-S
Forms, geometrical, model, Gasoline dispensing pumps, Grease~—S
in sets—E hand operated—S Grease guns, air, gun only—S ~
Forms, printed—S Gates—I Grease guns, hand-S
Foundry machinery—E Gauges, alignment, cambers, Grinders, coffee—E
Frames, blueprint—E  toe-in—E Grinders, hand operated—S
Frames, door-S _ ‘Gauges, tire~S + Grinders, power operated—E
Frames, mirror—S Gauze—S Grinding compounds—S
Frames, ophthalmic—S Gear cutting machines—E Grinding wheels—S
- Frames, picture—S Gears—S . -Groceries—S
Frames, saw—S Gelatin—S Growlers, armature—E
Frames, window--S Gelatin duplicators—E Guards, arm-S
Freezers—E Gelatin pads—S Guards, lamp—S
Freezers, ice cream—E . Generators, integral parts Guards,’shin—S
Frequency meters—E of larger units—S . Gummed cloth—S
Friction tape—S Generators, not integral parts Gummed figures—S
. Fruits—S » of larger units—E Gummed labels—S
Fuels—S Geographic globes, large Gummed seals—S
Fumigants—S -§tand type~E , Gummed tape—S
Fumigators—S Geographic globes, small Guns, starting—E
Fungicides—S - desk type—S Gym shoes—S
Funnels—S Glass—S ‘ Gypsum—S
Furnaces—E Glass, watch—S ’ Gyroscopes—E
Fumnaces, heat.treating—E Glass cutters—S Hacksaws--S
Furnaces, Jaboratory—E Glass wool—-S Hair clippers, electric--E
* Furnaces, remelting, type Glasses, drinking—S Hair clippers, hand—S
. metal-E* 3 Glasses, magnifying—S Hair dryers—E
Fumiture—E Glasses, ophthalmic—S Hairpins—S
Furniture polish—S Glassware—S _ Hall trees—E
. Fuses—S Glaze—-S Hammers, autobody, pneu-
. Gages, tire—S & Glides—S matic—E
Galvanometers—E Globes, electric light—S Hammers, ball peen—S
Galvanc)g:opes—E Globes, geographic, large Haminers, electric, hand—E
Games-S | . stand type—E Hammers, light forged—S
Garbage cans—S o Globes, geographic, small’ Hammers, power—E
. Garden hose-S s desk type—-S Hammers, sledge—S
Garden tools—S ) Gloves, rubber—S . Hampers—S
Garments—S Glue—-S Hand bags—S
Garnet paper—S - Glycerin—S Hand saws—S,
Gas compressors—E _ Goalposts—I . . Hand stamps—S .
Gas cylinders—E - Goggles—S Hand tools, in sets—E
Gas mdntels—S Grading—I Hand tools, not in sets—S ,
Gas meters, laboratory type -E Graduated measure$—S Hand tools, power driven,
Gas plates—E i Graph paper—S . pneumatic and electric—E

. Gas sfoves~E - ' Graphite—S ~ Hand trucks—E




‘Handballs—S

Hoists, electric or pneumatic-E

Holders, dictionary—E

Ice cream freezers—E

Jointers—E

Instruments, medical, small—S Lacing—S

Handbooks—S Ignition coils—S Joints, plumbing—S
Handles—S ) . Implements, farm—E Juice extractors, electric—E
Handscrews, wood and iron—S Incandescent lamps, bulbs—S Jump standards-E
Hangers, clothing—S Incinerators, fixed—I Kerosene—S
Hangers, hardware—S Incinerators, portable—E Kettles—S
Hardware—S Incubators—E Key racks—E
, Harnesses—E - Index cards—S -~ Key rings—S
Harrows—E Index labels—S Keys—S8
Hat blocks—S ’ Index tabs—S ) . Keyboards, piano, paper—S
Hatchets—S Indian clubs—-S Keyhole saws—S
Headlights—S Inductance standards—E Kilns—E
Heaters—E " Ink-S Kitchen tables—E
- Heaters, portable—E . Ink drier—S Kitchen utensils—S
Heating pads—S Ink eradicator—S ‘ Kits, first aid—S
Heating systems--SS Ink pads~S Knee pads—S
Hectographs—E ~ Inner tubes, auto—S Knives—S
> Hemp fibre—S : Insect nets—S Labels—S
Hinges—S Insect screening—S Laboratory balances, beam—E
Hoes, garden—S . Insecticides—S Laboratory fittings, plumbing—S
Hoists—E Insignia—S -~ Laboratory furniture—E

Instruments, band and musical-E Laboratory glassware —S

Holders, blotter—S Instruments, dental, small-S Laboratory models—E
Holders, change—S - Instruments, drafting—S Laboratory mounts—S .
Holders, copy—S -+ Instruments, drawing—S . Laboratory tools, small hand -S

-

Hooks—S Instruments, musical—E Lacquers—S
. Horizontal bars, portable—E Instruments, recording, Lactose—S

Horns, motor vehicle—-S electrical-E Ladders, large—E
Horses—E Instruments, surgical, small—S Ladders, small-S
Horses, gym equipment—E Instruments, surveying—E Ladles—-S

Horseshoes—S ‘ ‘Instruments, testing—E _ Lagscrews—S

Hose, apparel—S Insulators—S . Lamp bases—S

Hose, flexible metal=S - Intelligence tests—S Lamp bulbs—=8

Hose, garden—S Intercommunication systems—SS  Lamps—E

Hose clamps—S Interferometers—E Lamps, desk—S

Hose nozzles—S . Interval timers—S Lamps, drafting table—S
Hot plates—E Iodine—~S La?n;i's’, electric floor—E
Hot water bottles—S Iodoform—S Landscaping-]
Hurdles—E  Iron filings—S Lantern slide cabihets—E
Hydraulic jacks, garage type—E Iron gauze—S Lantern slides—S
Hydrometer floats—S Ironers—E Lanterns—S
Hydrometers—S Iron, sheet—S, Lathes—E
Hygrometers—S ' Iron wedges—S Lathes, brake drum—E
Hypodermic needles—S { Ironing boards—S ) Lathes, turret, or automatic
_Hypodermic syringes—S Irons, electric—-E b screw machines—E
Ice—S Jackets, book—S Lathes, wood turning—E
Ice bags—S Jacks, garage type, hydraulic—E ~ Laths—S

Ice cream cabinets, ice or - Jacks, mechanical—-S , Lawn mowers—E

electric—E Jars—S Lawn rollers—E

A
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", Lead pencils—S .

r

ERIC

\ .
~Lawn sprinklers, movable -8
Lawn sprinklers, traveling—E
- Lawn sprinkling systems—1
Lawns—I
Lead-S
Lead, red-S
Lead, slug and rule casting
machihes, elrod<E
Leather-S
Leather briefcases—S
Leatherworkiﬁg tools, hand—S
Lecterns—E ’
Ledgers—-S -
. Lenses—-S
Letter baskets S
Letter files—S
Letter openers—S
Letter scales—S
Letterheads -S
Lettering pens—S
Létterprgsses—E .
Levels, precision machinist’s—S
Levels, small or carpenter’s—S
Levels, surveying—E
Library books—E
" Libraty furniture—E
Library trucks E
 Lifts, yehicle-E
, Light bulbis—S
Light globes—S
Light systems—SS-
Lighting units, blueprinting—-E*
Lime—_S x
Line markers, large push type—E
Line. markers, small—S
Linens—S
Liners, staff, music—S
Liners, type—S
Liping, brake—S Fl
Lining, cloth-S,
‘Linoleum—S
Linotype metals—~S
Linotypes—~E
Linseed oil—S
Liquid bronzing—-S |
_ Liqyjd polishes—S ‘
Lid¥d soaps—S -
Litmus paper-S

’

'::l 12 '

IToxt Provided by ERI .

Livestock-E
Loam~S

_Locker, built-in-BF

Lockers, movable—E
Locknuts—S

Locks, small, npt built-in—S
Looms—E

Looseleaf binders--S
Looseleaf notebooks—S.
Lubricants—-S

Lubricating oil-S
Lubrication fittings—S _ |

* Lugs, soldering—S

Lumber-S
Machine tools—E
Machinery, canning—E
Machinery, cement-making—E
Machines, adding—E
Machines, addressing—E
Machines, billing—E
Machines, bookkeeping—E
Machines, brake lining—E
Machines, calculating—E
Machines, check handling—E
Machines, coin handling—E
Machines, coin operated—E
Machines, dating, power—E -
Machines, dating, small hand- S
Machines, dictating—E
Machines, dishwashing—E
Machines, drafting—E
Machines, drycleaning—E
Machine$, duplicating—E
Machines, large—E
Machines, laundry—E
Machines, mimeograph—E
Machines, mixing—E
Machines, numbering, power—E
Machines, nimbering, small
hand—S
Machines, polishing—E ,
Machines, pressing—E
Machines, sanding—E
Machines, scrubbing—E
Machines, sewing—E
Machines, small, hand—S
Machines, stamping, power—E
Machines, stamping, small
hand—S

.
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Machines, tabulating—E
Machines, washing—E

Machines, waxing—E -
Magazine covers~S

Magazine racks, large stand—E
Magiiets, laboratory —S
Madgnifying glasses—S

Mail boxes-S

Mallets+-S

Manicuring tools—S }
Manila files—S . -
Manila folders—S . '
Manila rope—S

_Map tracks—S

Maps, large—E

Markers, line, large push-type—E

Markers, line, small—S

Matches—S )

Matrix, type—S

Mats, door and bath—S

Mats, gymnasium, tumbling,
wrestling—S ‘

Mattocks—S

Mattresses—S

Mauls—S

Meal—-S

Meats—S

Mechanical drawing instruments - S

Mechanical pencils—S

Medals—S.

P9

"+ Medical instruments, small--S '

Medicine balls—S
Medicine cases—E
Medicines—S

- Megaphones—S

Memo books—S

Mending materials—S

Mesh, steel wire—S _

Metabolism apparatus—E

Metal polishes—S

Metal working mathinery—E

Metal working tools, smalf: ’
hand operated=-S

Metals, die casting—S

Metals, laboratory—S

Metals, linotype —S

Meter sticks—S T

Meters, watt, laboratory type—E )

E




- &
Microfilm readers and viewers
for office use—E
Micrometers, in sets—E
Micrometers, not in sets—S .
Micropwojectors—E
Microscopes—E
, - Milk-tans—S.- ,
Milking machines—E
3 ~Milliammeters—E
<% Milling machines, bench or
floor—E
Millivoltmeters—E
‘Mimeograph machines—E
Miméograph paper—-S
Mineral.wool-8
" Minerals, laboratory—S
Minute books—S
Mirror frames—S.
Mirrors, Jarge wall<E
Mirrors, small—S

[

Mitre boxes—E ) . T

[

v Mixers, electric—E
Modeling clay—S

- Modsling tools—S~ :
Models, dr:ess—‘ﬁ
Models, shop and laboratory —E
Molding, metal-=S |
Maop pails—-S .~
Mop trucks—E:
Mop wringers—S
Mops—S
Mortar—S
Mortisers—E
Moss—S .
Motion pjcture cameras—E
Motion picture films~E-
Motion picture projectors—E"* .

' - Motor-analyzers—E
DMotor generator sets—E
Motor vehicle parts—S

" Motor vehicles—E
Motorcycles—E* . st
Motors, integral parts of
larger units—S
Motors, not intégral parts of .
larger units—E

~. * Mounting boards—S

| Mousetraps—S *

Mowers, lawn—~E

»

]
e
\

Mucilage
Multiga€dia sets—S
Musiigtands—E

Music, sheet+S

Musical instruments—E
Muslin—S

Mustagd—S .

Nail polishes—S
Nails—S

Napkins—S

Napkins, sanitary—S
Neatsfoot oil—-S -
Needles—S .
Needles, hypodermic—S
Negative racks—S
Negative tanks—S

Nets, cloth—-S

Nets, steel—E
Newspapers—S
Nibbling machines—E
Nickel polishes—S

" Noise and field strength

" Nuts—S

?

meters—E _
Notebook covers=8""
Notebooks—S
Notebdoks, stenogrgphers—S
Nozzles, hose=S  * -
Numbering machines, power—E
Numbering machines, stnalk
hand-S

a

Oakum-S -

- Qars—S . f

Office composing x%mchineé,
Varitypes—E .. « °

[Office furniture—E

Ohmmeters—E =~ - =

Oii-S -

Oil cans—S ' ,
. Qilcloth—S. *

‘Ointments—S
Oleomargarine—S
Openers, letter—S
Ophthalmic frames—S

' Optical discs—E

Organs—E.
Oscillators—E
Oscillograf)hs—E(
Oscilloscope—E

1
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Outlefs, electrical—S
Outline maps—S
Output'meters—E
Ovens—E :
Ovenware dishes—S
Oxygen—S
Packing—S
Padding-S

. Padlocks—S

Pads, chair—S .
Pads, desk--S (
Pads, ink-S '
Pads, stamp—S \
Pads, typewriter—S
Pads, writing—S

Pails—S

Paint drier—S

Paint remover—S

Pdint spraying outfits—E
Paintbrushes—S

* Paints—S

Palettes—S

- Pamphlets—S

<

_ Paper cups—S

Pans, large—E -
Pans, small-S
Pantographs—S
Paper—S

Paper clips—S

Paper cutters—E
Paper fasteners—S
~Paper napkins—S
Paper punches—S
Paper towels—S
Paraffin-S

Parts, automotive—S

Parts, radio, resistors, tubes,

transformers—S

Parts, repair—S

Paste—S

Paste brushes—S
Pasteboard—-S

Pasteboard boxes—S
Pastries—S

Pastry cutters—S

Patching compounds—S

’

-

. Patterps—S

Paving-I ,
"Peat moss—S




Peelers, electrical—E
Peelers, hand—S ~
Pen points—S i
. Pencil sharpeners—S
Pencils—S .
Pencils, mechanical—S
Penetrometers, soil—E
Penholders—S
Penknives—S
Pennants—S . s
Pens—S
Percolatoré, coffee, electric—E
erforators, large—E
erforators, small—S

Photocopying apparatus—E
Photoelectric cells—S
Photoengraving apparatus—E
Photograph mounts—S
Photographic lenses—S
Photographs—S -
Photometers—E
» Piano parts—S
Pianos—E '
Picks—S
Pictute frames—S
Picture wire—S
Pictures, small—-S
Pictures, wall, large—E
Pigments—S
Pillows—S
Ping-pong sets—S
Pinking shears—S
Pins—S
Pipe—S
Pipe dies, in sets—E
Pipe dies, not in sets—S
Pipe fittings~S
: Pipe, steel-S
t Pipettes—S
F

Piston rings—S
Pistons—S
Pitchers—S ..

Pitch pipes—S d

Pitchforks—S

Plane cutters—S

Planers, power—E
Planes, hand—S

Planing machines, photo-
" engravers—EF

Plaques, permanent—E
Plarimeters—E

Plaster—S

Plaster, adhesive—S
Plastic wood—S

Plate glass—S .
Plates—S ‘

Plates, addressing machine—S

Plates, battery—S
Plates, bench—E

Plates, book—S
Plates,hot—E

Plates, lantern slide—S
Plates, photographic—S
Platforms—E

Playground equipment, fixed—I

Posts, fixed—I

Pot cleanérs—S

Potato, peelers, large,
machine—E

Pots, large—E

Pots, small-S

Pottery—S

Powders—S

Power sprayers and dusters—E

Preservatives—S

Presses, arbor—E

Presses, book, bookbinders—E

~ Presses, cylinder, flat bed,

printing—E

Presses, engraving—E

Presses, letter—E .

Presses, lithographic or offset
printing—E

Presses, mechanical-E

Presses, power—E

Presses, punch, foot power—E

Pressure cookers—E

Printed materials—S

Playground equipment, movable— Printing cases—E

Playground surfacing—I
Pliers—S

Plows, field—E

Plows, snow—E

Plugs, drain—S

Plugs, spark—S

Plumbing and heating valves—S _ Prisms—S
Plumbing fixture fittings -

and trim—-S

—Plumbs—S

Plupgers, drain—S
Pockets, book—S
Pointers—S
Points, drill-S
Polarimeters—E
Polariscopes~E
Poles—S
Poles, climbing—S

Poles, vaulting, bamboo—S

Poles, vaulting, metal—-E
Polishes—S.

Portfolids, leather—S
Pé6stal meters—E
Posters—S

Posts—S
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Printing frames—E
Printing ink—S
Printing materials—~S
Printing nresses~E, = _
Printing sets, rubber—S-
Printing type—S
Projectors—E
Protectors, check—~E
Protractors—S
Pruners, hand—S
Pruners, power—E
Psychrometers—S
Public address systems,
installed—SS
.Public address systems,
portable—E
Pulleys—S
Pumice-+S
Pumps, large-E -
Pumps, small—S
Punches—S
Punches, electrical-E
* Push buttons—S
Pushcarts—E




Putty—-S _

Pyrometers~E

Quivers, arrow—S

Rackets, badminton—S
JRackets, tennis=-S

Racks, bicycle, fixed—I - .
Racks, bicycle, portable—E
Racks, large stand—E
Radio receiving sets—E
Radio transmitters—E
Radio tubes—S

Radios—E

Raffia—S

Rags—S

Rakes, garden—S

Rakes, window-E

Rams, hydraulic—E
Ranges, cooking—E
Rasps—S

Rattan—S

Reamers—S

Receptacles—S

Record books—S

Record forms—3$

Record players—E
Recorders, sound—E
Recording tape and wire—S
Records,phonograph—
Reeds—S )
Reels, hose—S

Reels, motion picture film—S
Reference books—E
Reflectors, parabolic—S
Refracting apparatus—E
Refrigerators—E’

Registers, cash—E
Registers, printed—S
Regulating valves—S
Regulators, voltage—S
Relief maps—S

Repair parts—S

Report forms—S
Resistors—S
" Respirators—S .
Retorts, glass laboratory—S
Rheostat—E ) '
Ribbons, adding machine—S
Ribbons, addressing machine—-S
Ribbons, cloth—S

Ribbons, typewriter—S %
Ringtoss game—S )
Rings, boxing—E

Rings, carrom—S

Rings, ﬂying—'Ea

Rings, key—S

Rivets—S

Robes—S

Rock, crushed—S

Roller bearings—S

Rollers, ink—S

"'Rollers, lawn—E

Roofing materials-S
Rope—S

Rosin—-S
Rottenstone—S
Rouge-S -

"Routers—E

Routers, plate, photoengraving—E

‘Rowboats—E

Rubber bands—S

Rubber goods—S

Rubbish cans—S

Rugs, room size—E

Rugs, scatter—S

Rulers—S§

Rules, shrink and circum-___
ference—S ’

Saccharimeters—E

Safes—E

Safety belts, windon-working—S

Safety glass—-S

Safety pins—S

Salts—S

Sand—S

Sanders, electric—E

Sandpaper-S

Sandwich boards—S

Sanitary napkins—S

Sanitary systems—SS

Sash, combination screen and
storm—S

Sash cords—S

Sash, screen—S

Sash, storm—S

Saucers—S

Saw blades—S

Saw frames—S

Sawdust~S
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Sawhorses—E

Saws, band—E

Saws, circular—E
Saws, hand—S

Saws, power—E
Saws, power hack—E

‘Scales, bedam balance~E

Scales, draftsmens—S
Scales, spring—S
Scalpels—S

Scissors—S

Scoop shovels, hand—S
Scouring powders—S
Scrapers, hand—S

Screen doors—S

Screens, projection, built-in—BF
Screens, projection, movable—E
Screens, window—S

Screw extractors--S

Screw eyes—S

Screw hooks—S
Screwdrivers—S

Screws—S

Scrubbing compounds—-S
Scrubbing machines—E
Scythes—S

Sealers, envelope, mechanical -E
Seasonings—S

Seats—E

Sectional bookcases—E
Sedatives—S

Seed, grass—S

Separators, battery—S
Separators, milk—E
Serums—S

Serving trays—S
Settees—E

Sewer systems—I or SS
Sewing machines—E
Shades, window~BF
Shakers, laboratory—E
Shakers, power—E
Shampoo—S

Shapers, bench and floor—E
Shapers and routers—E
Sharpeners, electrical-E
Sharpeners, pencil—S
Shears, hand-operated —S
Shears, power-operated—E




Sheaves—S - Socks, pairs—S Stains—S

Sheet metal—S Soda, baking—S Stakes—S
Sheet music~S, " Sodding-S Stamp pads—S
Sheeting—S Softballs—S ) Stamping machines, power—E.
Shellac—S Softeners, water, chemical—S Stamping machines, small hand—S
Shelves, kiln—$ Soil-S Stamps, rubber—S

~ Shelving~BF . Soil penetrometers—E Standards, jump—E
Shelving materials—S Soil test molds—E Stands, calendar—S
Shingles—S Soldering coppers—S* Stands, chart—E
Shock absorbers—S Soldering materials—S Stands, dictionary—E
Shoes and boots—S Solvents—S Stands, engine repair—E

* Shopcoats—S Sound recorders—E - Stands, umbrella—E
Shorthand writing machines~E Sound systems—SS - Staplers, foot- or power-
Shovels, hand—S Spades—S : operated—E
Shower fittings—S J Spading fqrks—S Staplers, small hand—S
Shrubs—I : Spark plug‘cleaning machines—E  Staples—S
Shrubs—S Spark p?Zs—S . Starch~S
Shuffleboard sets—S Spatulas—S Starters, electric—S
Shuttlecocks—S Specimens, laboratory~S Stationery—S
Sidewalks—I Spectroscopes—E | Statuary—E
Siding, sheet metal—-S Sphygmomanometers—E Steam vapor cleaners—E

. Sifters—S - .~ Spikes—S - . Steam packing—S
" Signs, large~E Spirits—S . Steel measuring tapes—S
Signs, small—S . Spirometers—E Steel, sheet—S
Silk screen printing apparatus, Splints—S Steel wool-S
complete units—S Spokes—S Stencil correction fluid—3

Silver polishes—S Spokeshaves—S Stencils—S
Silverware—S Sponges—S Stenographers notebooks—S |
Sink fittings—S Spoons—S ~ Stereoscopes—E -
Skeletons—E Spotlights—S : Sterile gauze—S
Skillets—S : Spray mixtures—S Sterilizers—E
Skis—S. ) . Sprayers, hand—S Sticks, composing—S

" Slats--S.. ) Sprayers, power—E Sticks, hockey—S
Sledgehanmers—S ' Spreaders, manure—E . Stilts, sport—S
Slicers, bread, mechanical~E Spreaders, tire—E Stitchers—E
Slide rules—S Spreads, bed—S . Stock records—S
Slides, lantern—S Springs—S . Stockings—S
Slides, microscope—S’ Springs, furniture— Stones, printers—E «
Slides, projector—S Sprinklers, lawn, movable—S Stools—E '
Snaps-S . Sprinklers, lawn, traveling—E Stop watches—S
Sneakers—S o Sprinkling systems, lawn-I Stoppers—S
Snips~S - Sprockets—S ' Stops, bench—S
Snow shovels, hand—S - “Squares—S Storage batteries—S
Soap dispensers—S Squeegees—S Storm drain systems—I
Soaps—S Stacks, book—E Stoves—E
Soccer balls—S L Stadia rods—E . Straightedges—S
Soccer shoes—S : Stadiometers—E Strainers—S )
Socket wrench sets—E Staff liners, music—S Straws, drinking-S .
Sockets, wrench—S - * 8tain removers—S Stretchers—S i

- 72




Strings—S -
Striking bag outfits—E
Styluses—S

Sunglass frames—S
Sunglasses—S

Supply cases—E
Supporters, athletic-S
Surface hardened blocks—S

Surgical instruments, small—-S

Surgical powders—S
Swages—S ,
Sweepers, carpet, electric—E
Sweepers; hand—S
Switch boxes—S
Switches, electric—S
Synchronizers, camera—S
Syringes—$

Syrup-S

Table protectors—S
Table tennis balls—S
Table tennis rackets—S
Tablecloths—S
Tableware—8§

Tables—E

Tables, computing—S
Tablets, medicinal-S
Tablets, writing—S
Tabs, index—S
Tabulating machines~E
Tack hammers—S

Tackling dummies, football--S

Tacks—S
. Tags—S
Talcum powder—S
Tanks, bulk storage~E
" Tape-S
Tape measures—S
Tapes, measuring—S
Taps—S
Tar roofing and siding—S
Targets, archery—3
Team uniforms—S
Telephone systems—SS
Television cameras—E
TFelévision sets—E
Television fubes—S
Tennis balls—S
Tennis court nets, cord—S
. Tennis court nets, steel-E

Tennis rackets—S

Tents, wall-E

Tents, shelter -S
Terminals, battery -S

Test tube brushes—-S

Test tube racks—S

Test tubes—~S -

Tests, achievement—S
Textbooks—S

Theatrical costumes—S
Theodolites and tripods—E
Thermographs—E
Thermometers—S
Thermostats—S
Thimbles—S
Thinners—S
Threads—S

Throat applicators—S
Thumb tacks—S

"Tickets—S

Tile, drain—S

Time clocks, watchmens—E
Timers, large—E

Timers, small-8

Tin cans—S

Tin cutters—S

Tinware—S

Tire chains—S

Tires and tubes—S
Tissues, cleansing—S
Toasters, electric—E
Toggle bolts—S

Toilet paper—S .
Tokens—S

Tongs—S

Tongue depressors—S
Tool sets, hand—E

Tools, hand, not in sets—S
Tools, power—E

' Topsoil-I
*Tow bars—S,
~ Towels—S

Toys, large—E
Toys, small-S
Tracing cloth—S
Tracing paper—
Tractors—E
Trammels—S
Trampolines—E

EIL
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Transformers, laboratory—S

Transit, engineers—E

Transmissions, integral parts
of larger units—S )

Transmissions, not integral
parts of larger units—E’

Transmitters—E

Trays—S

Trees—-I

Trees, hall-E

Triangles, drafting—-S

Trimmers, hedge, hand—S*

Trimmers, hedge, power—E .

Tripods--E

Trophies—S

Trowels—S

Truck chassis—E

Trucks, hand ~E

Trucks, motor—E

Tubes, inner—S

Tubes, radio—S

Tubes, television—S )

* Tubing materials—-S -~

Tumtlers, glass—S
Tuning forks—S

Tunnels, models, wind—E
Turf-I

Turpentine~S
Tweezers—S

- Twine-S

Type cases—E 3
Type casting machines—E
Type cleaner—S

Type liners—S

Type, matrix—S

Type, printing—S
Typewriter brushes—S
Typewriter covers—S

~ Typewriter desks—E

Typewriter ribbons—S
Typewriters—E
Umbrella stands—E
Unguents—-S

Uniforms—S \

Upholstering materials—S
Ums, coffee—E

Urns, flower—S
Utensils—S

Vacuum bottles—S




y -
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Vacuum cleaners—E
Vacuum tube voltteters—E

" Valve parts—S

Valves, large, automatic—E

" Valvés, small-S -
. Vaporizers, electric—S

Varnish driers—S
Varnish removers—S
Varnishes—S
Vases-S

Vaulting poles—S
Vegetables—S
Vending machines—E
Ventilating systems—SS
Vessels, large—E
Vessels, small-S
Vibrographs—E
Video cameras—E
Video recorders—E
Video tapes—S
Vines—S

* Vises, bench—E

Vises, sfhall hand—S
Vision charts—S
Volleyball nets—S
Volleyballs—S
Voltmeters—E
Wagons—E ‘ >
Wall brushes—S
Wallboard—S
Wallpaper—S

Walls, retaining—I
Washbasins—S
Washcloths—S .
Washers and/or dryers—E

Washers, rubber and leather—S

IV-IR
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Washers and dryers, photo-
graphic—E

Washing machines-E

Washing powders—S

Washtubs—S

Waste, machinists—S

Wastebaskets—S

Wat.ch crystals—S

Watches, stop—S

Watchmens time clocks—E

Water coolers—E

Water, distilled—S -

Water glasses—S

Water meters, laboratory type—E

Water softeners—S :

Water systems—SS

Watercolor brushes—S

Wattmeters, laboratory
type—E

Wavemeters and wave
analyzers—E

Wax crayons—S

Waxes, liquid—S

Waxes, paste—8

Waxes, sealing—S

Waxing machines—E

Weaving machines—E

Weighing scales, beam—E

Weighing scales, small

*  spring—8 ‘

Weights—St

Welding apparatus—E

Welding rods—S

Wheel straightening
apparatus—E

Wheelbarrows—E

-

—
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Wheels, automobile—S
Wheels, emery—S -
Wheels, pottery—E
Whetstones—S
Whiskbrooms—S
Whistles—S
Window glass—S
Window screens—S
Window shades—S
Window-working safety belts—S
Wipers—S
Wire-S
Wood fillers—S
Wood, plastic—S
Wood preservatives—S
Wood stains—S
Wool-S
Wool, glass—S
Wool, steel—-S_
= Work benches—E
Work tables—E
Wrapping paper—S
Wrenches, in sets—E
Wrenches, not in sets—S
Wringers, cloth—S
Wringers, mop, largeE
Wringers, mop, small-S
Writers, check—E
~Wrifing paper—S
X-ray machines—E
Yard benches—E
Yard brooms-S
, Yardsticks—S
Yarn—-S
Zinc-S

b3
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Part V

Stores System Procedures, Controls, and Accoun%!ing

A central stores system enables a school district,
to take advantage of the economies of quantity
buying and to fill requisitions for standard supplies
promptly. However, no set rules can be established
to determine when it would be to the best,lr\lterest
of a school district to adopt a stores system.
Availability of material, facilities for storing and
. delivering merchandise, and the size and number of
plants in a school diStrict all must be taken into
consideration. Costs of receiving, storing, and
delivering .stock items, as well as costs of stock
control, should be included in the tatal cost of a
stores ‘system (as compared to the cost of direct
purchasing) in deciding on the desirability of the
stores\system. .

Optional Methods of Financing,
Accounting, and Controlling

Either of two a\ccounting methods may 'be used:

Stores Account Method

The establishment and mhaintenance of a stores
system by the use of a Stores account carried
within the General Fund is a long-established prac-
tice. Stores accounts may also be maintained
within other funds.

Revolving Fund Method

Education Code sections 21351—21355 autho-
rize and prescribe procedures for the establishment
of a revolving warehouse stock fund for school
districts., Permission is also given for two or more
districts to establish a common revolving fund for
this purpose. The amqunt of the revolving fund
shall not exceed an amount from the General Fund
of the district or districts equal to the average daily
attendance of the district or districts for the next
preceding year multiplied by fifteen dollars
($15.00) plus such amounts as the governing board
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or governing boards may appropriate from other
funds of the district or districts, as outlined in
Education Code sections 21351 -21355.

Types of Supplies in a Stores System

Items purchased for a stores system should be
those that are used in sufficient quantity to justify
the cost of establishing them as stock items. Initial
purchase of a new item should be conservative as
to quantity to test its turnever, thereby establish-
ing a basis for determining the quantity needed.

.Committ%as composed of users of the various items

can be helpful in determining standard items to be
warehoused and in encouraging thei® use. The

\'typ,es of items most frequently stocked are included

in the list that follows:

Instructional supplies, including paper, pencils,
chalk, paste, art supplies, and the like

Office supplies, including typewriter ribbons,

" duplicating supplies, desk files, and the like

Custodial supplies

Maintenance supplies, including lumber, small
tools, electrical supplies, paints, sandpaper,
and the like

NOTE: Many of these items are frequently requisitioned for use
in the school shops. Sometimes it is necessary to carry'more than
one Quality of supply for this purpose.

Food and related supplies

Printed forms

Equipment (When it is known that items such as
typewriters, scrubbing machines, and the like
will be needed in the near future, it is
sometimes economical to purchase this equip-
ment\ in quantity. It is not recommended that
equlpr{lent items such as these be maintained
on a minimum-maximum basis as are ltems of

. supply.)




_ Essentials of a Stores System

The essential features to be provided in connec-
tion with the establishment and operation of a
stores system are presented in this section.

Devices for Control of Purchases - ‘

Provision for numbering, cataloging, and stan-
dardizing stock items. Printed catalogs that list all
items by stock number, unit of¥issue, description,
and unit cost should be available to all who will
requisition them from the warehousg The catalog
should prefer‘a%y be loose-leaf to allow for replac-
ing pages_in the event of substitutions, additions,
or deletions.

Provision for the addition or deletion of stoch
items. A special form may ‘be used to“hotify all
departments concerned of the necessary informa-
tion regarding the action taken.

Provision for minmimizing losses because of vbso-
lescence. Special committees can be helpful in
giving information in advance on planned changes:
in curriculum which will affect the use of supplies~
already stocked. If it is known that a change is
planned, supplies to be .discontinued can be
allowed to run out without reordering when. the
stock drops:tq the minimum.

Control of maximum and muumum stock bal-
ances. Care should be exercised in the setting of
maximum _and” minimum quantities.
study of stock activity and periodic readjustment
of the limit:s set are required because. pf such
conditions as growth, grade levels of users, changes
in curriculum, changes of personnel placing requisi-
tions; storage capacity, and the like. Some items
will deteriorate when stored too long; this factor
should be considered when placing orders. Very
small,
adequate supply for anticipated need; more expen-
sive items should be ordered according to conser-
vative estimates of need.

Records of Perpet'ual Inventory .

Individual cards or records that contain the
following information should be kept for each’item
stocked:

1. Identifying stock number
2. Specificatiod of unit of issue -
3. Déscripfion of item .

o\

Continual .

inexpensive  items should. be ordered in

4. Unit price \
5. Posting references: date, document number,
and the like
6. Receipts in terms of stock units
7. Issues in terms of stock units
8. Balances on hand'ip terms of stock units

NOTL The\followmg additional information on the stock\
records may be desirable (1) mimmum and mavimum
quanylies to be stocked, (2) reference to vendors from
whomn 'stock is purchased; (3) memoranda of orders placed;

(4) memoranda of unfilled requisitions, (5) reference to
warchouse location of item 1f the identifying stock number
wannut be used fur this purpuse, and (6) provision fus values
of receipts, 1ssues, and balanees on hand

Verification by Physical lnventory

Provisions should be made for at least an annual
count of all items stocked. This can be dqne on a
cyclical basis with a portion of the total stock
inventoried each period. This count should be

made by persons other than warehouse personnel.

In the event warehouse*personnel are used to take
the count, the record should be ‘spot-checked by
persons other than those responsible for stock. A
common practice is for the firm performing the
school audit to make the spot 911ecks.

Security Control and System of*temal Checks >

A

In planning the stores system, provisions should
be made for adequate security of stock and a
system of internal checks. Buildings used for
warehouse storage should be as fireproof as pos-

sible and should have adequdte locks. Only speci--

fied personnel should be allowed to- issue stock.
Preferably, the stock records should be maintained
in an office other' than ‘the warehouse (stock
records are commonly maintained in the account-
ing or purchasing offices). At inventory time or
other periodic checkup time, any difference
between the book record and actual quantity
count shouldrbe investigated and necessary adjust-
ments made.

-
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Planned Procedures for Receiving and Issuing

1. Items to be stocked should be purchased by _

means of an official district purchase order
issued in compliance with the Education
Code and the district’s pohcles covering
bidding an(purchasmg An “eon order’” nota-
tion may be made on the individual stock
.control records at this point. On receipt of




merchandise, the items should be counted
and inspected for condition and compliance
with specifications. The signed receiving copy
of the purchase order or other receiving
document authorizes payment to the vendor
“and charge of the cost of the merchandise to
‘the Stores account. Either’ the receiving
dosument or the payment warrant may be
. used as the basis for entering receipt of stock
by quantity and value on the stock control
{  records affected by the purchase.

2. Stores shogld’ be issued only upon the
atithority of a properly approved, prenum-
bered requisition, which should give the
following information: )

Source and date of requisition

Delivery instructions

Account or accounts to be charged

Provision for approvals as to budget, items
allowed, quantities, and the like -

Provision for posting reference

For each item: quar;t}ty ordered, unit,
stock number, description, unit price,
total amount, and on each requisition,
columns for noting substitutions, back
orders, and the like

Provision for evidence of receipt and date
_ of delivery. A multiple copy snap-out
form is commonly used .for warehouse
issues, with copies of each transaction
going to the requisitioner; the ware-
houseman, and the recording office.
- Posting is done from this document to
the stock control records.
NOTE The term requisition as used here should be
understood to include fequisitions, billings, stores in-
voies, or similar documents tor use by certain districts
that find it deswrable to use additional documents
between the time of preparation of the requisition for

the-matenals and the actual delivery of these matenals to
the school or department requesting them.

Lines of Authority and Responsibility ©
of Personnel T .
Lines of authority and responsibility should
follow a logical plan and be clear-cut and definite.
NOTE: In planning the estabhishment of a’ stores sysfem,

constderation should be given to the locallop of the warchouse
or warchouses and tu the transmittal of douments betwecen the
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warehouse and the accounting office. The space require ts,
physical requirements for proper storage, and arrangcm:}tﬂof

. stock items should be determined in advance. Stored items
should be arranged when pussible in an vrder vorrespounding to
their order on standard supply tists.

Accounting for a Stores System

Accounting for a stores system may be done by
employing (1) the stores account method; or (2)
the revolving fund method. ’

Stores Account Method .

The stores account method provides for the
establishment of a Stores account within the
General Fund. Store? accounts may also be estab-
lished within other funds of the district. Payments
for the purchase of stores are not classified as
expenditures; these payments constitute an increase
of the asset account, Stores, equal to the
reduction in another asset account, Cash in County

. Treasury. The issuance of stores should be re-

corded as a reduction of the asset account, Stores,
and as a charge to the appropriate expenditure

account for which the stores were issued. Such .

accounting may be continuous, or summaries of
stores issuance may be made periodically, prefer-
ably at least monthly, and the total credited to the
Stores asset account. Charges to the variosl.s expen-
diture accounts for which the stores were issued

would be made at this time in summary. To the -

extent that thé county superintendent of schools
maintains corresponding records, summaries of the
issuance of stores should be reported to the county
superintendent of schools periodically. The remain-
der of the Stores account should represent the
inventory value of merchandise in the warehouse.

When goods are purchased for stores without the
use of a revolving fund, budget control of expen-
ditures occurs at the time of issuance of such
merchandise and not at the time of purchase.
Uncontrolled purchasing may result in an unneces-
sary and excessive investment in stores and a
serious depletion of cash needed for other budget
purposes. The establishment of the Stores account
should- follow, not precede, the budgetary authori-
zation, which is made by entry of the intended
amount in the budget under Ending Balance. Once
established, the actual balance of the Stores
account should appear in the budget under Begin-
ning Balance, and the same amount, or a deliber-




ately chosen larger or smaller amount, should be
entered under Ending Balance. Procedures for the
control of purchases should be established so that,
considering existing inventory and carefully pre-
pared estimated distributions, an ending inventory
will not exceed the investment in stores as indi-
cated in the budget.

#

Revolving Fund Method

A revolving fund is a separate fund established in
accordance with Education Code sections 21351 -
21355. Payments for purchases of stores are
made by warrants drawn on the Revolving
Fund for Warehouse Stock. The school district
buys merchandise from the-fund and makes pay-
ments by warrants drawn payable to the Revolving
Fund for Warehouse Stock. The county treasury is
the depository for cash. This revolving ‘fund plan
provides a semiautomatic control of the amount
invested in stores.

Accounts for the Revolving Fund for Warehouse

Stock include Cash in County Treasury, Accounts
. Receivable, Stores, Current Liabilities, and Reserve
for Working Capital. These accounts are self-
balancing because the initial value of the fund

remains constant unless changed by board action. .

The balances in the accounts always reflect a fixed
amount, whether it be in stock of cash or a
combination of both, including receivables and
liabilities. The same fixed amount shall be recorded
at year-end on official budget forms and reports
under the Stores account as a part of Begmmng
Balance and Ending Balance.

o Typical Costs of Receiving, Warehousing,
* and Distribufion in Connection with
a Central Stores System

Costs of receiving, warehousing, and distributing
stores items, in addition to the cost of merchan-
dise, should be charged to the, Stores account.

These overhead expenses should ultimately be’

charged to the several expenditure accounts to
which merchandise costs are charged in proportion
to the costs of the merchandise. The procetdure
used is not important if the results are equitable.
Use of one or more subsidiary expense accounts is
common practice.

One method is to add an estimated overhead

charge to merchandise unit prices,/adjusting it as

needed from time to time. This method provides a
total unit charge for each item and avoids the
possibility of delayed overhiead charges to appro-
priations that have becyme exhausted.

Another method is tb distribute estimated over-
head charges to  expenditure accounts on an
encumbrance basfs at the beginning of a fiscal year.
Such charges are to be determined on the basis of
anticipated stores issues to the several expenditure
accounts. At the close of the year, or periodically,
the encumbrances may be liquidated and the actual
overhead expense charged.

— Whatever method is—used, overhead charges

should be cleared at the end of each fiscal yearso. |

that the Stores account will represent only the
value of the inventory of material on hand.
Charges and credits to the Stores account and
subaccounts should include the costs of receiving,
storing, and delivering in addition to the direct
merchandise costs (cost of item, sales tax, postage,
freight, cartage, and other delivery charges to the
warg‘house), as follows:
x* . ¢
1. "Salaries of personnel (storekeeper and others)
directly related to the warehouse
. Supplies used in connection with receiving
and warehouse recordkeeping.
3. Rent of space, facilities, and equipment
. Ultilities
5. Direct expense of trucking
a. Gasand oil
b. Grease
c. Repairs
d. Tires and tubes
ef Accessories ) -
f: Other expenses -

NOTE: When trucks are used for several purposes other
than the delivery of stores, such costs may be distributed by
Job cost accounting or by any other equitable method.

tJ
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6. Adjustments to Stores account

Periodically,. or at the end of the fiscal year,”

it may be necessary to adjust the Stores
account, after proper administrative review
and approval, for reasons and in the manner
described below.

a. Discrepancies between ‘the quantity of
items as shown on the individual stock
records and the actual physical count-of




merchandise in the warehouse may result

‘from errors in stock issues or in the

maintenance of perpetual inventory
records. Such discrepancies must be
adjusted on the individual stock records
and will restilt in a debit (increase) or
credit (decrease) to the value of the Stores
account.

. Differences also may occur between the '

balance of the Stores account and the
value of merchandise on hand, as shown
on the individual stores records, resulting
from the method of unit pricing -
ployed. Adjustments for this reason W
result in a debit (increase) or credit

(g}

(decrease) to the value of the Stores
account.

. Periodically, stock must be removed from

the warehouse because of deterioration,
obsolescence, and the like. Either the
regular warehouse requisition or a special
form may be used. This form should be
approved by someone with authority to
authorize the disposition of*such merchan-
dise. Value of the stock removed should
be charged to a subaccount under Stores,
to be included in other costs of overhead
for future distribution to expenditure
accounts. Individual stock records should
be adjusted to reflect these issues.
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«Part Vi ' .

General and Subsidiary
. Ledger Accounting

The inclusion of general ledger accounting in this manual is not to be construed as a requirement
that such accounting be employed by school districts or that other accounting methods and
procedures now in force be modified. It is, however, recommended that general ledger accounting
be used. Such a system will provide the data and controls needed for efficient administration. The
procedures recommended are fully in harmony with the law and the requirements of the California
State Department of Education with respect to budgeting, accounting, and reporting.

This treatment of general ledger accounting was prepared especially for accounting by school
distridts; but with the exception of a few portions, it is applicable’ to #he ac countmg of most county

school funds. ’

Definition of General Ledger Accounting

A general ledger is a basic group of accounts in which are recorded in summary or in detail all
transactions of a fund. Each fund should have its own records, including a self-balancing general
ledger and subsidiary ledgers as needed, regardless of how small or brief such ledgers may be. This
should not be construed as necessitating separate binders for looseleaf ledger pages or separate trays

for machine-posted ledger she the physical separation achieved by division leaves or guides is
sufﬁcientif the self-balancing princidg, is maintained for each portion.

General and Subsidiary Ledgers-

Ledgers are comprised of accounts. An accouut Is a device, usually a separate page, sheet, or card
for the accumulation of debit and credit postings and the determination of the excess of debits or
credits, known as the debit or credit balance, respectively. Accounts usually provide for the
columnar showing of date and posting reference and often for some description of each posting.
Accounts usually have separate columns for debits, credits, and balances. )

All accounts may be carried in a single ledger. Proof of the accuracy, completeness, and balanced
condition of accounting can be achieved by trial balance, which should be taken frequently, at least
monthly. Other means of verifying account balances should be utilized regularly. For example, the
balance of the account Cash in County Treasury, should be reconciled with the records of the
county superintendent of schools or of the county auditor on a regular, periodic basis. (The county
treasurer’s records normally show a larger balance, the difference representing warrants not yet
honored by hirh.) The account, Revolving Cash Fund, can be verified by making a count of cash and
receipts for disbursements. Other accounts are suSccptlble to proofs of various kifds. These checks
or proofs should be employed regularly. .

Most of the accounts named herg are likely to be needed by most school d1 cts. However,
certain accounts may be found to be of little use to some small school districts. {On the othér hand,
there are specific divisions of certain accounts that will be found useful in the large city school
districts. As an example, large districts employ workmen for maintenance, alterdtion, and minor
construction work. Proper accounting of labor and material for job accounts and worRorders edch
fiscal year requires the use of a Work in Process account or similarly named account the acgounting
for which should be on the encumbrance basis.
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If the accounts in a ledger become too numerous, it is more difficult to apply the trial balance
proof. Accounts of a similar nature are removed to a subsidiary ledger with substitution of a single
controlling account in_the General Ledger. Only two subsidiary ledgers with controlling accounts
are explained in detail in this manual. Other examples of controlling accounts for which subsidiary
ledgers (or supporting detail of a comparable iiua.uire) should be maintained include the following.
Accounts Receivable, Investments in U.S. Sccunties, Stores, Prepaid Expense, Fixed Assets (four
kinds of property), Current Liabflities, and Reserve for Encumbrances.

Accounts pertaining to income may be maintained in the General Ledger. Analysis by source
should parallel generally the pattern of the school district budget form, which is furnished by the
Dcpartment of Education for use in California public schools, using an accqunt forfeach source. A
subsidiaw ledger is often found desirable. Each account should contain two parts-actually two
accounts. The first part, requiring a small portion of the form, should be employed for estimated
income only. The second part, occupying the larger portion of the form; should be employed for
actual income only. The amount by which estimated income balance (debit) exceeds the actual
income balance (accumulated credits for the year to date) represents unrcabized tncome, that is, the
anticipated amount -for the remainder of the fiscal year. Actual income in excess of estimated
income signifies an underestimate. Information accumulated.in the income ledger accounts and in
reports prepared from these accounts is of vital importance in administration. It deserves close
attention month by month and year by year. The two portions of the several income ledger
accounts are contr8lled by General Ledger accounts, Estimated Income and Income. °

Accounts pertaining to appropriations and expenditures may be maa]tamed in the General
. Ledger only. However, the required classes of expenditure, without consideration of the
recommended subordinate classes, are sufficiently numerous to justify the establishment of a
subsidiary ledger. Furthermore, the statdtory requirement for appropriation control of expenditure
is facilitated by use of a special form which is not suitable for Genergl Ledger accounts. This
subsidiary ledger is usually called an Appropriation Ledger. fts accounts, as in the case of the
Income Ledger, contain a2 minimum of two parts, a small portion for appropriation (credit) and a
larger portion for expenditurés (debit). Expenditures are limited by appropriations, by law with
respect to the maJor classes of expenditure, and by standard pracme with respect to subordinate
classes. - Ve ’

Expenditures are classified in two ways within the subsidiary ledger. in detail by program and in
summary by object of expenditure. For example, instructional supplies would be posted to each
using program, then subtotaled to the object account for control. The total o@a‘H\{f the object
accounts (or thus the detailed programs) would support the subsidiary entry in the General Ledger.

Every proposed expenditure should be pompared with the unencumbered balance (appropriation
minus expenditures and encumbrances) of the proper account to determine whether the balance is
adequate. Expenditures include not only those items for which payments have been made but also
those that have become current liabilities. Regardless of the exact plan of accounting, there often
are appreciable delays between the time that goods or services are received and the time that the
expenditure posting is made. Furthermore, the interval between authorization and consummation
of an expenditure may be even greater. For these reasons, recognition must be given to all
outstanding commitments against each appropriation account when considering expenditures. This
is accomplished fairly easily and satisfactorily by informal methods in relatively $mall districts. In
large school districts, the encumbrance accounting method is generally used so that each proposed |
expenditure is compared with the unencumbered balance (appropriation minus expenditures and °
encumbrances.) The Appropriation Ledger accounts are controlled by General Ledger accounts
. designated as Appropnatlons Expenditures, and Encumbrances, respectively. .

Transfers for tuition and the like are not classed as expenditures in the strict meaning of the
term, however, transfers should be accounted for in the Appropriation Ledger. Appropriation for
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Contingencies is an appropnatxon that should be carried in the Appropriation Ledger although not
expenditures should ever be charged to that category. General Reserve should be a General Ledger
account only. Stores is a General Ledger account.

Appropriation control is not necessarily mamtamed for all of the subordjnate accounts for which

expenditure analysis is desired. - "
It should be recognized that the accounting of income®*and of expenditures, as currently praetleed

_in most districts, is on a cash basis during most of each fiscal year. At the close of each fiscal year,
modification of a cash record is required by the entry of current liabilities, which represent

expenditures incurred during the fiscal year. Similarly, at the end of the year, entry of accounts
recetvable, which represent income accrued during the fiscal year, is required. It should be noted
that not all income that has theoretically accrued is required to be entered as receivable. For
example, taxes levied but uncollected are not required to be set up as receivable for the ﬁreparatlon
of state reports. Since a considerable part of the accounting is very nearly on a cash basis and since
the year-end ‘modifications do’b{'Q constitute the full accrual of certain income, the term modificd

. cash basis may be employed as desmptlve of school accounting practices as currently authorized.

Standard commercial forms including those for both general and sub51d19ry ledgers as well ‘as
specialized forms such as thgse for the \ppropriation Ledger dre suitable in many cases for either
manually or machine-posted accoun

0
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f . General Ledger Accounts

All General Ledger accounts commonly required for public school accounting are listed hére in the
following Chart of Accounts. While all of these accounts are pertinent to the General Fund, they
also may be applicable to the several other funds which a district may maintain. Brief explanations
concerning the use of the accounts are given in each case, and in some cases comments regarding the
significance of debit or credit balances of such accounts are also included.

Certain accounts, such as Revolving Cash Fund, Cash Collections Awaiting Deposit, Investments
in U.S. Securities, Accounts Receivable, Stores, and Prepaid Expenses, are provided especially for
use by large school districts and may be omitted by small districts if they ar¢ not needed.

Chart of Accounts

Normal

balance
Assets . ’
9110 Cashin County Treasury . .. . ...« oo vuu.. o e e IR B .
9120 Cash in Bank(s) (Education Code sections 5758 or 7405 only) . . . e e : Dr
9130 Revolving Cash Fund (Education Code sections 21301-21305) . . . . . ... .. ... Dr
9140 Cash Col[ectié?\s aAwaiting Deposit {(Education Code sections 17152-17207) . . R Dr
9150 investments in U.S. Bonds at Cost (Education Code Section 17203) . . ... ... ... Dr
9160 Accounts Receivable «. . . . . . . . . L e e e e e e e e e e e e e e e e e e ~Dr
9170 DuefromOther Funds, . . . . . . . v i vttt e it e Dr
9210 SOTES « v v v v v e e e e e e e e e e e e e e e e e e " Dr
9220 Prepaid EXPENSES . o « « v e e e e e e e e e e e e Dr
9300 -Other Current ASSetS . . . . .« v v v v bt e e e e e e Dr
9310 Assets FrOZEN . . v v o cer i e e e e e e e e e e e e e e e e e e e Dr
9400 Fixed Assets : . . . . . . e e e e e e e e e e e e Dr
Liabilities . ‘ ’
9510 Accounts Payable (Current Liabilities) . . . e e e Cr
9520 Dueto Other FUNds . . . . . . « & v i i i i e i e e e e et e s \,\ e Cr
9530 Temporary LOBNS . . . . . . . i i e e e e e e e e s JR Cr
Cr

9540 Deferred Income . « « v v v v v v hh e e e e e e e e e e e e

S




Reserves

9610 Resel;veforWorkingCapital..............._ ..... EPU R S ) Cr
9620 Reserve for Encumbrances *. . . . . . o . ot e e e Cr
9630 General Reserve . . . .. e e e e e e O .. Cr
9690 Investmentin Fixed ASSEtS . . . . ¢ . v i i vt b i e e e e e e Cr
\
’ Fund balances . .
9710, Un.appropriated FundBalance . . . . .. ... .. ... ....... b e e Cr
. a
Budgetary and contggl accounts o , .
9810 .  Estimated INCOME . oo B L. Dr
9820¢% Appropriations . . . . . . e e e e e e e e e e e . Cr
. . _ 9830 Bhcumbrances . . . . .. . . . . e e A Dr
. 9840 ncome . ............ e e e e e oL Cr»
- 7 9850 Expenditures . . .. .. e e e e e e | . Dr°”
_Nonoperating accounts . R
: 9910 Suspense Clearing . . . ... . .. e e e e e e e e e Dr,

Definitions of, and expl:anatory notes about, the aceounts listed in the Chart of Accounts follow.

9000 Asséts, Liabilities, and Fund Balances . o e

. 9106 Cash, Investments, alglé\e:mbles L
9110 Cash in County Treastr) Begmnmg cash balgrice, plus all monies depasited in

. the .county treasury less, disbursemerits. uded Herejn are all amounts added -
* or deducted at the county level. _ O
9120 Cash in Bank(s) , Indicated balances in scparate bank accounts for Adult
‘ - Education In01dentals School Farm! accounts, and Cafeteria—qccounts if
maintained by the di§trict (Education Code sections 5758, 7405, and 17053).
9130 Remhmg Cash Fund. (1) A recordmg of the establishment and maintenance
! cof a cash fund for the use of the chief accounting officer or other designited
. official of the  district 'in accordance with Education Code sectlons
. 2130121305, 21320, 21330 and 2133t. This fund is smular in use and
y Y, control to accounts known as Petty Cash. Once this fund is established, it
~ should be”carried indefinitely in the General Ledger and shown in all balance
g . sheets and ,budgets until abolished. The amount recorded will vary only
throughincrease or decrggse in’ the total amount approved for the fund. It
should be noted that the Revolving @ash Fund 1s a reservatlon of cash w1thm
T an already established school fund and is not fo be copsidered or acwuntedl
e - for as a separate fund or entity. (2) A sum of money, dther in the form of
PR _eurrency or a special bank account, set asidg for the rpose of making change
ot immediate payments of small amounts. The i invoitdy for these payments are
. + accumulated and the fuhd is reimbursed from dlStI’lCt funds, ‘thus maintaining
core T the fund at the predetermined amount. Y ’
. 9140 Cash Collec tions Awaztmg De/)ostt Recelpts not yet deposited in the county
’ treasury. This account also includes any monies in bankcléaring accounts
awaiting deposmm the county treasury (Educatlon Code Section 17204).

:' : 9150 [nvestments. in U.S. Bonds.' Securities 1ssu<id by the United Statgs,@bvern-
| ment in which money is invested. Investments are to be c%rf'ed on books
A ' at cost (Education Gadg Section 17203). ’
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9160 Accounts Receivable. Amounts\ due from private persons, firms ' or
corporations, or governmental unitshexcluding amounts due from other funds
of the district. Included are amounts bled but not received.

9170 Due from Other {’wzds. Amounts due from other funds of the district.

9200 Stores, Inventories, and Prepaid Expenses )

9210 Stores ‘Amounts of materials, supplies, and possibly certain equipment kept in

a central warehouse and not yet charged to expenditures (see Part V' of this
' manual). ‘

9220 Prepaid Expenses Amounts of payments made in advance of the receipt and
utilization of services. Prepaid insurance premiums are illustrative. That
portion of the premium paid in advance for coverage beyond the current fiscal
year is charged to Prepaid Expenses. Adjustments to this account in the
succeeding fiscal years apportion the premium over the period covered.

9300 Other Current Assets. Assets that, are available or-can be made readily avarlable to,
‘meet the ¢osf of operations or to pay current liabilities.

* 9310 Assets Frozen Funds withheld until certain legal requirements are met (e.g.,
funds withheld under provisiens of Education Code Section 17503).

P

9400 Fixed Assets. Assets of a permanent character having continuing value, e.g., land,
buildings, machinery,sfurniture, and other equipment. The term capztal assets is
sometimes u?ed in the same sense, but fixed assets is preferred. . -

9410 Land . T
' 9420 lmprovem@n.tosztes .
9430 Buildings - ) o Co s

. 9440 Equzpment : - :
t-  “(Refer to -object classrﬁcatron 6000 for definitions of the above four
accounts.) ,

9450 Work in Prugress An asset representmg the value of partially completed work.

I

-

9500 - Liabilities. Legal obhgatrons, exclusrve of. encumbrances that are unpard

9510 Wccounts Payable or Current Liabilities. Amounts due to private persons,
firms, corporations, or governmental units for services or goods received prior
to the"end of the fiscal year, excluding amounts due to other funds of the
district. Included are unpaid salaries and payroll deductions not yet remitted.
Accounts payable refers to amounts that are due and payable within a
re]aﬁvely short period of time, usually not longer than a year. .

9520 Dye to Other Funds. Amounts due to other funds within the district.

9530 Temporary Loans. Short-term obligations representmg amounts borrowed for
short periods of time. and usually evidenced ,by notes payable. They may be

. unsecured or- secured by specrﬁc revenue& to. bg collected, such as tax

‘, ' anticipation notes.; .

' - 9540 Deferfed Income. A habrlrty account for mdnies re
a given date, but that will be included’in income, as

|

1

]

1 / . pe;;ods s _ | . .
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ived that are unearned at
ed, in subsequent
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9700

9800

9610

9620

9630

9690

Fund Balance. The difference between assets and liabilities.

9710

Budgetary and Control Accounts

9810

Apprupriatiuns. Authorization ng

.9600 Reserves

Reserve for Working Capital. An account set up to reflect the value of
working capital accounts such as Stores, Prepaid Expenses, and Revolving Cash
Fund. At the beginning of the fiscal year, this account is credited with the
same amounts set up as debits to the previously described asset accounts. At
the close of the year, it is adjusted to reflect the net increase or decrea
during the year in these amounts 76
Reserve for Encumbrances. A reserve,set up out of approprlatrons The
encumbrance procedure may be either a memorandum or a formal procedure
Under the memorandum procedure, only one account, Reserve for
Encumbrances, is required. During the year this account is a reserve set up out
of appropriations. At year-end the outstanding orders may be recorded as a
reservation of surplus. Under the formal procedure, a second account,
Encumbrances, is needed. The encumbrance is an offset to the appropriation
account and may be closed against the account at year-end.

General Reserve An account in which the budgeted reservg is recorded,
necessary so that cash may be made available during that perjod of the fiscal
year when taxes and state funds have not yet become available (Education
Code Section 20604).

Investiment in Fixed Assets. The book value of fixed assets!

Unappropriated Fund Balance. That portion of a fund balance that is not
segregated for specrﬁc purposes. All assets and estimated income available for
appropriation are credited to this account. /General Reserve, -budgeted
appropriations, and other obligations are debited. The net value of the account
represents the unappropriated fund balance. -

Estimated Income. All income estimafed to accrue during a given period
whether it is all collected during that'period or not. This account will be a
separate control account in the Genéral Ledger and will include all income
estimated to accrue during the currzzt fiscal year.

ted by the Board to make expendrtures and
to incur obligations for specific purposes and amounts within a given period.
This account represents the tofal of the authorizations and is used as a control
account in the General Ledger/

. Details are recorded in the subsidiary Appropriations Ledger; as encumbrances

and expenditures are made, they are charged against appropriations in the
subsidiary Appropriations’ Ledger, leaving as a balance the amount that may
still be encumbered andf:(pended

A portion of the curre7 fiscal year’s appropriation that is not appropriated for
any specific purpose .but is held subject to intrabudget transfer may be
recorded in an accoynt titled Appropriation for Contingencies. This subsidiary
account “will be £losed at year-end. in the same manner as all other
aypropnatlon acz/éfmts This appropnatxon is used only for emergency

,‘g trans‘actxOns tha7 ere not anticipated in the ongmal budget process.  f

fok 85




.

LS T e

9830 'Encumbrances. Obligations in the form of purc}rase orders, contracts, salaﬁes :

~Or other commitments that are chargeable to an appropnatron and for which a’

. part of the appropriation is reserved. Encumbrances are hqurdated when the
obligation is paid or when the actual liability is set up This control account
represents the total amount of the appropnatlons that has been earmarked for .
expenditure for specified purposes. \ R

Details of encumbrances by classification or account are recorded in thé same
subsidiary Appropriations Ledger in which expenditures are recorded.

9840 Income. Additions to cash or other current assets that do ‘not reduce any other
asset, nor increase any liability or reserve, nor represent the recovery of an
expenditure. To the extent that the accounts are kept on an accrual basis, the
term income refers to all income that accrues during a given period whether it

. is collected during the period or not*This account will be a separate control
account in the General Ledger. . :

9850 Expenditures A control account that mcludes total expenditures by warrants
as well as amounts deducted at the county leve_l If accounts are maintained on
an accrual basis, all charges incurred, whether paid or not, are included. For
accounts maintained on a cash basis, only actual disbursements are included.

Details of expenditures by classification or accounts are recorded in the
subsidiary Appropriations Ledger.

)

9900 Nonoperating Accounts

9910 Suspense Clearing. An account that carries charges or credits temporanly
pending to the determination of the proper account or accounts to which they
are to be posted and that may be used for posting of amounts not yet analyzed

_ to decide if they should be income, expenditure, or abatement. Charges that
. must be allocated or prorated may be posted in this account until such
allocation or proration can be calculated. This account must zero balance at

the close of the fiscal year and should be reviewed monthly !

General Ledger Procedures
i

Certain procedures should be followed in opening and maintaining the General Ledger
bl |
Opening the General Ledger I’
In opening the General Ledger for the first time, care should be taken to use the proper accounts
and amounts. These are usually available from erther the county superintendent of schiools or the
county auditor. .
Determining Asset, Lubility, and Unapp;?)prtated Fund Balance values. One of the first steps in
opening the General Ledger is to list each fund’s assets by title and amount with thé total, as in the

following example: !

Account Assets , ‘ )
‘9110 CashinCounty Treasury « « « « o ¢ v v o o v o v v v o v o v us e $100,042.67°
9120 CashinBank . ........ J AU 0
9130 ’ RevolvingCash Fund . . . . . .. ... .. .. e e e e 500.00
8140 Cash Collections Awaiting Deposit . . . . . .« v . v v ome v v v e i 24.17
9150 Investments inUS.Bonds ' . . . . .. . ... N I . 0o -
9160 Accounts Receivable . . ... ... ... e 1,597.88

9170 Due from Other FURGS « + ' « v v v v v v e e e e e e e e i 694.39

-




¥

;yu

r

9210 - Stores ... .. $ 0

9220 Prepaid EXDENSES « « v f o v v v e e e e e N 1,572.38

9310 ‘AssetsFrozen.................: ........... 0

¥ hal A —_——

TOtal @SSBLS « ¢ v % v v v e e e e e e e e e e e e . $104,431.49

A similar liS\s then made of the fund’s liabilities: ' TR

Account Liabilitiess

9510~ . AccountsPByable .*. . .. ... i e | $9 763.45

9520 . DuetoOther Funds . ....... . e e e e e 113.18

¢ . Total liabilities . . . . .~ . . . ... .. e e $9,876.63

Now the total liabilities are subtracted from the total assets and the difference is labeled
Unappropriated Fund Balance in this manner:

-

Account ‘
Totalassets . . .™ . . . . . . . e e e e e e 810_4,43'1.49

Less. total liabilities . . . . .. ... .ol ) 9,876.63

9710 - Unappropriated Fund Balance . . . . . . . . v v oo v o v v v v v $94,554.86

This mformfffmn is-now used to prepare an opening Joumal entry. This opening entry is usually
made on a, form known as a General Journal Entry Form, hstmg atcounts affected and showing in
separate columns the amounts to be posted later to the General Ledger as debits or credits. A
complete file of these forms, either bound in a book or collected in some other file, makes up the

General Journal. °
Preparing the opening General Journal ¢ntry. The opening.General Joumal entry is made as

follows: s R /
CJ1: .
. o, ¢
Date  Account o ' ‘ ' Debit Credit
7-1-73 9110 Cash 1n"County Treasury «...........oouv.n... $100,042.67 :
" 9130 RevolvingCash Fund ... ...........c.......... . 500.00
9140 " Cash Collections Awaiting Deposit . ... .......... 24.17
916Q Accounts Receivable ........covvuunvnnnnn.n. 1,597.88 7
9170 DuefromOther Funds .. ..................... 694.39
9220 Pregaid EXPeNnses .. .........vovrieninnnn..n. - 157238
9510 ‘Accounts Payable «.:......veiiiiiiie.., $9,763.45
. 9520 Due to Othey Funds . .... R TR TR e 113.18 )
. 9710 Uhappropriated Fund Balance .............. ) 94,554.86
, s ) . $104,43149  $104,431.49
» o 1
- ,Jo record assets, liabilities and unappropriated fund balance for

the first time as of July 1, 1973 §
- 14 '

. \ v

-

Several pomts should be noted as illustrated in the preceding General Journal entry. First, no-

account is opened thht is not needed. For example no amount is shown in the original list of assets
for Cash in Bank, Stores, or Investment in U.S. Bonds.. Therefore, ne account was opened for
any of these assets. Should a need arise later in the year for any of these acgounts, the account may

be opened at that time. . . . . ) .

».;: " M‘ oM
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- the journal is posted to the proper ledger account as either a debit or a credit entry..For example, in

Al

. is made to show that the net balance of this account is a debit (Dr) balance.

The second point to note is that the total of the debit amounts equals the total of the credit
amounts. This must always be true of any journal entry. Care exercised at this time in assuring the
equality of debit and credit totals will avoid difficulty with the General Ledger later on. .

Another point to note is the layout or “form™ of the entry itself. The debit accounts and
amounts are placed to the left, and the credit accounts and amounts are placed to the right. This is
usual bookkeeping practice.

A final point is the description of the entry. This is the explanation of what is being done by
means of the entry. In the illustration, the explanation shows that this entry records for the first
time the assets, liabilities, and unappropriated fund balance of the fund as of July 1, 1973. Some
deseription is always necessary in a General Journal entry. When at a later time entries are made
from other sources such as payroll listings, warrant registers, and the like, explanations are usually
unnecessary since the title of the form describes what s being done. .

Pusting the Geneéral Ledger The General Ledger is posted from the General Journal. The term
posted means the orderly transcription of the information from one plage to another. Each line of

the preceding 111ustrat10n the first line of the journal entry is *‘Cash in County
Treasury. .. $100,042. 67" and is posted to the General Ledger sheet or card as follows.

Account 9110 Cash in County Treasury Page 1
- Date Reference 4 Debit - Credit Baldnce Dr/Cr
7-1-73 - J1 « $100,042.67 $100,042.67 Dr

Note that the entry is made in the debit column and is also entered in the balance column. In this
case, the amount of the debit is the same as the balance since there was no previous balance in the
account. (Had there ‘been such a balance, this entry would have been added to a debit bglance or
subtracted from a credit balance and the new balance entered.) Finally, in the last column an entry

Each line of the journal entry is smularly posted until®the entire opening entry has been
completely transcribed to the General Ledger. Opening of the General Ledger is now uomplcte At
this point a total of nine General Ledger accounts will be open with balances the same as shown in
the openmg journal entry.

The column in the General Ledger account headed “Reference™ is used to show the page or other
reference to the source of the entry. In this illustration the entry “J 1 was made to indicate jhat
information for this entry was obtained from the ‘General Journal (abbreviated as “J™") and that 1t
was found on page 1. Other references will be developed for other posting sources as they are
required. By this method any 1tem in the General Ledger may be traced back to its origin without

difficulty. o ,

Recording the Approved Budget—Income ’ ! . K

The approved school district budget form provides mformapon for recording the budggt i the
General Ledger.

Deteymining values to be ¢ntered. The information to be entercd is shown in column 3 of the
budget form under the heading of Income. .

The income section of the General Fund budget might look like this:

-

I. INCOME .
8100f Federal Income .
8110 Maintenance and Op&gatlon {Public Law 81 874) ..... ‘. ._’ .......... .. $° 2,500
8210 NDEA (Public Law85-864) . ... .............. e 1,000 "




8500 Combined State and Federal Income ... .. e e e e PR o -8 0

8600 State Income
8610 Principal Apportionment

8611 Basic and Equalization Aid and Supp'iemental Support . s ... .. L. 277,528

8616 Educationally Handicapped . . . . ... ... R ITIrI e e e e 1,148

8620 Special Purpose Apportionment ’

8622 Allowance for Transportation . . . . . et e e e e 7,500

8700 County INCOME . . ¢ v v vt et e e e e e e e e e e e e e 0]

8800 Local Income

-~
8810 District Taxes . .
8811 Secured Roll . . .. .. ... . . v .. e e e e 345,888
) 8812 Unsecured Roll . . ...... e e e e e e e e e e e 2,700
8900 Incoming Transfers * , .
8920 Other TUition . . . . . . . . . . oot . 3,000
Total Estimated Income .. . ... ... ...... o $641,264
‘ Al

Each of the items of estimated income should be accounted for separately so that excess income

or income deficiencies may be readlly s¢en. This is accomplished by the use ofa group of ac counts
. known as the Income Ledger.

The Income Ledger is a subsidiary ledger. The total of the original estimates entered in this ledgepn
agrees with the total of the General Ledger controlling account, Estimated Income..The subsidiary
ledger (Income Ledger) and the General Ledger are both posted from the same journal entry.

' The original entry of the approved income budget is subject to adjustment later if income
estimates change.

Preparing the 1ournal entry The General Ledger and subsidiary ledger agcounts and the amounts
for each are listed in the journal entry as a record of the estimated income, as has been done i in the
“ following example-

J2: . 2
Date  Account i De?it C;edit
7173 9810  Estimated Income . $641,264.60 ‘ '
9710 Unappropriated Fund Balance . "+ $641,264.00
Account Subsidiary Income Ledger : o
8110 Maintenance and Operation (Public Law 81+874) . ... - $ 25Q0.00
. 8210 National Defense Education Act (Public Law . . ) ) .
85-864) ........... e e, 1,00000 0
8611 Basic and Equalization Aid and Supplemental Support 277,528.00
8616 Educationally Handicapped . . .. ... ..l _ 1,148.00
* 8622 ‘ Allowance for Transportation .. ...c..e.ovven.n.. 7.500.00 .
88)1 " District Secured Tax Roll ........ovneiivnnn..... ) 345,888.00
8812 District Unsecured Tax Roll . ................... . 2,700.00
8920 <Other TUItiON . ... . i, . 3,000.00

To record estimated income for the fiscal year 1973-74 as contained
o in the official approved budget

Several things should be noted about the preceding Joumal entry. First, thlS is a General Journal
entry just hke the one used to open the books for the first time. This one, however, also carries the
mformatxon for posting a subsxdxary ledger. .




~ K
Next, note'that thlS entry is referred to as simply a journal entry, rather than a General Journal
entry. This is usual practice. The tenn general is used only when there is a possibility of confusion if
it were omitted. . :
One should also observe the arrangement of the journal entry. The General Ledger amounts are
carried in the debit and credit columns, respectively. Subsidiary ledger amounts are carried to the
left and do not have the balancing feature of debits and credits. This simply means that the single
postings to the individual Income Ledger accounts represent the breakdown of. the total shown in
the Estimated Income, General Ledger, account.
Posting the General Ledger The journal entry for recording the approved budget is posted to the
General Ledger in the same manner as the journal entry that ongmally opened the books, as has

bgen done in the following examples: .
k
Account 9810 Estimated Income - - ~ . Pagei
Date Reference Debit Credit ' Balance Dr/Cr
7-173 T2 $641,264.00 : $641,264.00 Dr
Account 9710 Unappropriated Fund Balance . Page 1
Date Reference *  Debit , " Credit Balance Dr/Cr
7-1-73 J1i . $ 94,554.86 $ 94,554.86 Cr
J2 . 641,264.00 735,818.86 Cr

Note that in the Unappropriated Fund Balance accodnt this credit is added to the credit balance
"resulting from the original opening entry to give a new oredlt balance of $735,818.86, the total net
assets and estimated income available for appropriation.

Posting the subsidiary ledger. The subsidiary ledger, in this case the Income Ledger, is posted
from the detailed breakdown shown in the journal entry. Each account is posted to show the
amounts carried in the Joqmal entry in the “Estimated income’’ > and “Estimated to be received”
columns. . -

. INCOME LEDGER

;
Account 8811 District Secured Roll Taxes ) . Page 6
. Estimated Amounts Total recetved Estimated to

Date Reference ' tincome ' received to date be received
7-173 J2 $345,888.00 - $345,888.00

Each Income Ledger account is similarl'y posted.

.

Recording the Approved Budget—Expenditures

Expenditure values, like income values, are taken from column 3 of the expenditures section of
the official budget form, as has been done in the example that follows:

0y

1. EXPENDITURES AND OTHER OUTGO

1000 Certificated Salan;es ‘ . . .
1100 Teachers’Salaries . . .. ... ... ... e e e $360,000
"+ 1200 School Administrators’ Salaries . . . . ... v .. a .. e e e . 20,000
1300 Supervisors’ Salaries . . . v v v e e e e e e e e e e e e e e ., 25,000
1400 Librarians’ Safaries . « « v . . . v o v i e e e e 2,000
. 1500 Guidance, Welfare, and Attendance Salaries . . . . . e e e 10,000

. 1600 Physical and Mental Health Salaries . . . . ... .. ... ....... .. .. 1,600

. -
r

.30




: 2600 .

1700 Superintendents’Salaries . . . . .. ... .. ... * ............. ...
1800 Other Certificated Salaries of District and County Administrative Qffices . . .. ..
1900 Other Certificated Salaries . . . . . .. ... ... .... e e e e e e

+ Total Certificated Salartes . . . . . . ... ................ JURT

-

2000 Classified Salaries
2100 Instructional Aides’ Salaries . . . e e e e e e e e e e
2200 Office of County Superintendent and District Administrative Personnel Salaries
2300 Clerical anq Other Office Salaries
2400
. 2500

2900

N

3000 Employee Benefits ..

3100 State Teachers’ Retirement System Annuity Fund . . . . . . . . ... .. .. I

3200 Public Employees’ Retlrement Fund . . . ... .. .. . .

e

4000 Books, Supplies, and Equipment Replacement

4100 Textbooks ., . . .y oot e R

4200 Other Books . .. ... .. S T SO
4300 Instructional Supplies . . . .. ... ... .......... e e e e e e e e
4500 Other SUPPIES . . v o v o o e e e e e e e
4800 Equipment Replacement . . . . . . .. . ... ... ... ..... T e e e

5000 Contracted Services and Other Operating Expenses
5100 Contracts for Personal Services of Consultants, Lecturers, and Others . . . . . L.
5200 Travel and Conference and Other Expense Reimbursed . . . . . ... .......
5300 Dues and Memberships . . . . . T T
5400 Insurance . . . . ... . ... . . e e e e e e e A
5500 Utilities and Housekeepmg Services« . . . . . ... ...
5600 Contracts, Rents;and Leases . . . . . ... ............ S
5700 Legal, Election, and Audit Expenses . . . . .. ... ........... Y
5800 Other Services and Expense . .. .......... h e e e e e PR
5900 lnterprogram Charges and Credits for Direct Servaces .................

Total Contracted Serv:ces and OtheraOperatlonaI Expenses . .. .. e

P O : LA
6000 'Sites, Buildings, Books and Media, and New E&Jipment

6100 Sites and Improvgmentof Sites . . . . ., .. ... ..... e L.
6200 Buildings and Improvement of Bunldmgs T
6300 Books and Media for New or Expanded Libraries . v . oo
6400 Equipment . . . ,. .
Total Capital Outlay e e e e e e e e N
;
12 Ca

500

-




7000 Other Outgo 7
7200 Outgoing Tuition - : ... $ 30,500
7900 Appropriation for Contingencies, . . . . . . .. . ... b e e e . P 17°000

. Total Other Qutgo $42,500
TOTAL, BUDGET ....'.- ... ) v . .w . $615,40Q
y A : ’ ® w—

¢

As with income, eagh of the expendxture items should be accounted for separately so that
expenditures may be trolled within the various budget classifications This is accomplislied by
use of a subsidiary lepéer usually known as the Appropriation Ledger. While separate accounts
should be maintained for each of the required expenditure classifications, addxtxonal subdivisions of
these classes may be maintained as separate accounts if needed.

Preparmg the journal entry Tlis budgeted expenditure total of $615,400 totals the appropria-
tion to the disfrict’s programs, the programs provide a classification of expenditure usage while the

. objects provide a classification of expenditure source.

This procedure is shown in the following example:

b . .
Date Account Debit Credit
A

74173~ 9710 Unappropriated Fund Balance ~ $615,400:00
9820 Approprlatlons . $615,400.00

¢

Sub.s'/d/ary Appropr/at/on Ledger

Teachers’ Salaries $360,000
School Administrators” Salaries 20,000
Supervisors’ Salaries . . 25,000
Librarians’ Salaries . . . . . . e e .. 2,000
Guidance, Welfare, and Attendance Salaries .. . . . ... .. ... 10,000
Physicdl and Mental Health Salaries . . : . 1,500
Superintendents’ Salaries . 10,000
Other Certificated Salaries of District and County

Administrative Offices ’ 5,000
Other Certificated Salaries ] 1,000

* Instructional Aides’ Salaries /. . : . 2,000
Office of County Superiftgndent and District Administrative ‘

Personnel Salaries , ) 3,600
Clerical and Other Office Salaries ' 7000
Maintenance and Operation Salaries . . . . .. .%. ... ... “ .. 36,000
Food Serv»ces Salaries 5,000
Transportation Salaries . 5,000
Other Classified Salaries - 500
State Teachers’ Retirement System Annuity'Fund . . 11,900
Public Employees’ Retirement Fund i 2,000
Old Age, Survivors, Disability, and Health Insurance 1,500

. Health and Welfare Benefits 900
Workmen’s Compensation Insurance . . 3900
Textbooks ; 2,000

~Other Books : : 500
Instructional Suppties : . 2,500
Qther Supplies . 800
Equipment Replacerdent 6,000
Contracts for Personal Seryices of Consultants, Lecturers, :

and Others ; : 500
Travel and Conference and OtheLEx‘rSense Relmbursed . ' ; 300-

.




5300 Dues and Memberships . . .. .. .. ... R

5400 IRSUFANCE & v v v v cee i e e e e e e . 1,000

5500 Utilities and Housekeeping Services . . . . . . . .. .. ...... 5,000 * .
5600 Contracts, Rents, and Leases . . « . « . . v v v v v v v 4,500

5700 Legal, Election, and AuditExpenses . . . . .. ... ........ 500

5800 Other Servicesand Expense . . . . . . . v v v v v v v u v ... 4,509

5900 ~ Interprogram Charges and Credits for Direct Servnces ........ - —-0-

6100 Sites and Improvement of Sites . ........... S, . 2,500

6200 Buildings and Improvement of Buildings e e e P . 22,500 ¢
6300 Books and Media for New or Expanded Libraties . . ... .. ... 1,500

6400 Equipment . . . . ... ... .. ..., e e e e e 7,800

7200 Outgoing Tuition . . . . ... ... e e e e e e ' - 30,500

7900 Appropriation for Contingencies . . . . .. ... ... ...... 12,000

The preceding journal entry is similar to the one recording estimated income except that the total
of appropriations is debited to the Unappropriated Fund Balance account. The total appropriations
to all accounts in the Appropriation Ledger must agree with the balam.e in the General Ludger
controlling account, Appropnatxons :

Posting the General Ledger The journal entry for recording the approved appropnatlons is
posted to the General Ledger in the same manner as the original opening entry and the entry
recording estimated income, as has been done in these examples:

Account 9710 Unappropriated Fund Balance Page1l
Date Reference ‘ Debit "~ Credit Balance Dr/Cr
7-1-73 J1 $ 94,554.86 - $ 9455486 . Cr .
d2 < 641,264.00 : 735,818.86 Cr
J3 $615,400.00 . 120,418.86 Cr

Account 9820 Appropriations Page 1 i
\* Date - Reference - Debit Credit Balance Dr/Cr
7-1-73 J3 $615,400.00 . $615,400.00 Cr

journal entry in a manner similar to that used for posting estlmated income as shéwn in this
example: .

/
L

APPROPRIATION LEDGER

Account 1100 . Teachers’ Salaries - Page 1
' . Unencum-
Refer- Appropri Encum- Encumbered Expended bered -

Date ence ation brances to date Expended . todate balance

7-1-73 J1 ~ $360,000.00 $360,000.00

|

t
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|
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The preceding form differs from the Income Ledger form because it must carry ‘space for entering
encumbrances as they occur, as well as expenditures. The amount appropriated for this account has
been entered in the “Appropriation” column and again in the “Unencumbered balance™ column. As
amounts are later entered in the “Encumbrance” or “Expenditure” columns, the “Unencumbered
balance”’ column will be adjusted accordingly. ) .

When appropriations are allocated to programs, each of the program ledger cards is posted with
its respecﬁv& appropriation. An example of a possible program ledger card is displayed in the
illustration on page VI-16. ' ‘

It should be noted that the appropriation to a program is g collection of portions of single objects
of expenditure (such as teachers’ salaries) that are controlled with the Appr&priation Ledger: The
——program agpropriatiofn is the total of all of the direct exp@'ses expected to be¥incurred on behalf of
the program. ~

Because the Appropriation Ledger controls expenses by objects, it is not essential that expenses
also be controlled by program when a district records expenditures by site (or location). Control of
program expenses can be delegated to the pn'ncfpals (or site managers) within the limits of fixed
object appropriations. For example, if a given school (site) is budgeted $75,000 in instructional
supplies, this amount will provide district control ‘on the site on this object. The site may allocate
this $75,000 to its several programs, and the district may record these allocations as part of the
appropriations to the site’s programs. Districts using manual or bookkeeping machine systems need
not control the amount of instructic_)nél supplies appropriated for a particular program because they
will be able to control the total appropriation to the site. .-

Jdf the district controls only on objects, then the principal or site manager will have to compare
the program reports to the program budgets to observe discrepancies in an_object of any particular

program.

"

Recording the Approved Budget—Reserves ’ . v

Reserves are portions of the balance remaining as unappropriated funds that are not available for
appropriations; such as amounts in the Revolving Fund, Stores, and Prepaid Expense accounts. A
General Reserve account is also required to help finance the district in the year following, prior to
receipt of that year’séncome.- ‘

opposite Ending Balance. These are used {o prepare the journal entry, as in this example:

’
4

The values to be set aside in these reserves are contained in the official budget, column 2,

- Date  Account ! Debit Credit
7.173 9710 Unappropriated Fund Balance ................. $120,419.00
: 9610 ° Reserve fo‘r Working Capital ................ $ 2,072.00
. 9630 General Reserve .. ........ e g 1 18,347.09
To record reserves for Working Capital and General, Reserye, fiscal
\ - year 1973-74, as contained in the approved budget .
This journal entry is then posted to the General Ledger in the usual manner: )
Account 9710 . - ) Unappropriated Fund, Balance ~ Page 1
Date . Reference - .. Debit Credit Balance” Dr/Cr
7-1-73 J1 SN $ 9455486 . $ 94,554.86 - e
J2 ) " 641,264.00 ) 735,818.86 Cr
J3 $615,400.00 , . 120,418.86 Cr
J4 120,419.00 0.14 Dr

34 .
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. ‘Recordmg Encumbrances

Account 9610 Reserve for Working Capital Page 1
" Date Reference Debit Credit Balance Dr/Cr
7-1-73 Ja $ 2,072.00 S 2,072.00 Cr
e . .
’ _ N _

Account 9630 General Reserve Page 1
Date Reference Debit Credit < Balance Dr/Cr
7-1-73 Ja A} $118;347.00 Cr

$118,347.00

Note that the amount debited to the Unappropriated Fund Balance account is slightly'greater
than the previous balance of that account, and this results in a debit balance of 14 cents. Small |
discrepancies are likely to occur because the district’s books are maintained in exact amounts
including cents, while the official budget form is made out to the nearest dollar only.

At this point the General Ledger has been opened, and the official budget has been recorded. A
trial balance will show the net results of the entries made thus far. The trial balance-is a list of the
General Ledger accounts and the debit or credit balance for each account. The total debits and the
total credits must be equal, indicating a balanced General Ledger. The trial balance of the General
Ledger at this point looks like this: '

]

Account Debit Credit ’
. 9110 Cashin County Treasury’ «.......c.oeeeerunes.. $100,042.67 g
9130 RevolvingCash Fund . .... . .......... ... ... 500.00 o,
9140 . Cash Collections Awaiting Deposit . .............. 24.17 '
9160 Accounts Receivable ................. .. ... ... 1,697.88 - .
'9170 ~ Due from Other Funds ...... P RPN
9220 Prepaid Expenses «............. 1« U
9510 AccountsPayable ...........% . eeiei i $ 9,763.4%
9520 DuetoOther Funds ... .....ccivieteinnionnnns 113.18
9610 Reserve for Working Capital . .......vvuveenanens 2,072.00
0630  General RESEIVE . ......eeveeeeennnceeeneanens 118,347.00
9710 , Unappropriated Fund Balance .......... . 0.14
9810 Estimated Income .............c. .ot 641,264.00
9820 ApPPropriations « . ... .viirir e b b ) . 615,400.00
;o . ; . '$745,695.63 $745,695.63
. A . . 280V Rttt

The approprlatlons, having been posted both to. the program ledgers and?‘to the *subsidiary
appr{opnahon ledgers (ObJCCtS of expendlture), should be-checked to assure that t}m two are equal.

[N L

VN

Effective ekpenditure control requirgs nQt only the regordmg of cash expenditures and the
Chargmg off of assets and prepaid expenses but also thie recognizing of expense obligations.
“Encumbrand® procedures that serve to reserve or restrict portions of Yhe budget appropriations of
the district for which definite commitments or tontractual obligatiogs have been made may be
mcorporated into the accounting system of a school district. .
The method of determining amounts of encumbrances to be éntered into the dccounts may vary
with the accounting methods used in tli& district and with the type of transactions being
~hcumbered. “Va , .

. . ;&
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‘Because districts may need to distinguish resenvations® or restrictions of appropriations from

actual expenditures. it 1s recommended that Encumbrances and Resenve for Encumbrances accounts
be used in”the General Ledger and that encumbrance amouluits in the appropriations subsidiary
accounts and the program ledgers be recorded in a separate column or in smh a manner that they
may be distinguished from actual expenditures. . : ‘

Encumbering programs is optional since objects m3y be encumbered and Lontrolled Districts
with manual, and bookkeeping machine systems that break costs down by sites (or locations) will
find encumbering programs rather difficult, whereas districts with data-processing equipment will be
able to encumber programs at the same time they encumber their appropriation ledger objects of
expenditure. 1 -

Encumbering of sularies At the beginning of each year. the total annual salaries of personnel’
employed for that year may be determined for purposes of encumbering appropriations for paying
these salaries during the year. Similarly. the total monthly salanes of these personnel should be
obtained for the purpose of removing that amgunt of encumbrance when a montidy salary pay ment
is made. Totals of the annual and monthly salaries must be adjusted for personnel changes and
salary rate changes. .

Although the salary encumbrance summary may differ in detaxl depending on the methods of
accounting used by the district. a schedule such as that illustrated in the Certificated Payroll
Encumbrance Summary on page VI-18 may allequately serve this purpose. Basic requirements are a
complete accounting for all personnel having salaries to be encumbered. a grouping of these salaries
" to provide monthly and annual salary totals by budget classifications. and provisions for recording
changes in pérsonnel and salaries.

The Certificated Payroll Encumbrance Summary illustrates the adjustment in encumbrance totals
that must be recognized when personnel changes occuyr. i

Journal entries to ruord the salary encumbrance transactions shownein the Certificated Payroll
Encumbrance Summary are as follows: .

J12

Date * Account Debit Credit
7173 9830 Encumbrances : $429,600.00

9620 Reserve for Encumbrances $429,600.00
v ) -

Account " Appropriation Ledger . i

1100 + Teachers’ Salaries ........................... $360,000.00

1200 School Administrators’ Salartes . . .......... Cee .24.000.00

1300 Supervisors’ Salaries . ......... ... ‘ 24,000.00

1700 Superintendents’ Salaries . ... ............... E ©21,600.00 g

To record salary encumbrance for certificated staff employed 7-1-73 -

e \

7-15:73 9620  Reserve for Encumbrances $4,200.00

9830 Encumbrances $4,200.00

‘ Appropriation Ledger . '
1100 * Teachers’ Salaries . ...............: e $4,200.00

4 To cancel 12 months’ salary encumbrance for B. Bennett, resignation, 7-15-73
J14. . ]
7-20-73 . 9830 Encumbrances . 35,40000

9620 Reserve for Encumbrances ’ $5,400.00

98 -
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Appropriation Ledger ' ) . ) J
1100 Teachers’ Salaries . ceeo $5,400. 00 -
¢ ’ To establish salary encumbrance for 12 months’ payment of T. ThOmpson .
, employed 7 20-73 - o F
The posting of the preceding entries t(; the General Ledger is as follows” - -
Accdunt 9830 * . . Encumbrances ’ Page 4
Dare Bturon o . Dty 1 . Chedt ) Balan = O Cr
71.73 312 $429,600 00 $429,600.00 Or
71573 T U113 - © $4.,20000 425,400 00 Dr
. 720-73 J 13 ; 5,400 00 430,800 00 Dr
Account 9620 . Reserve for Encumbrances
o b AR Lo Bty ~ D
7-1.73 J12 $429,600.00 $429,600 00 Cr
715-73 J13 $4,200.00 . 425,400 00 Cr
7-20-73 J14 ) . 5,400,00 430 800 00 Cr

The postmg of the T/cacher‘s Salaries account to the subsidiary Appropriation Ledger s illustrated

as follows: -,
. ' APPROPRIATION LEDGER . R

Account 1100 . Teachers' Salaries” Page 5

v Unencum-

Refer-  ° Appropn Encum- Encumbered | Expended bered

LDate ence ation brances 1o date Expended - todate balance
7173 J12 $500,000.00 $429,60000 $429,600.00 . $70,400.00
7-15-73 . " J13 500,000.00 4,200.009r 425,400.00 ‘ 74,600.00

7-20-73 Jig 500,000.00 5,400.00 430,800.00 69,200.00

In the foregoing illustration, it has been assumed that the changes in personnel were made prior
to payment of any payroH in that year. It is important, however, that encumbrances be reduced by
the ‘unpaid installments of the annual salaries of personnel leaving the payroll and increased for the
unpaid installments of personnel being added to the payroll. oy

Adjustments of encumbrances for.salaries paid is discussed in the section, Recording
Encumbrance Adjustments—Salaries. C

Encumbcring of other expenses Effective expenditure contrdd requires the establishment of a
procedure to reserve or restrict appropnatlons fvr obligation of nonsalary types of expenses as well‘
as salaries. ‘ i

If the purchase orders are draWn in order to confirm orders for all matcrnals and services to be
purchased by the district, they may be used for enuumbranw purposes. A sample of a purchase
order is shown on page VI-21. !

The methods of encumbering purchase orders may vafy from the direct posting to the
Appropriation Ledger subsidiary accounts from the individual purchase orders to some form of
summary recording for groups of purchase orders. When a’record of the intlividual purchase orders
contained in a summary recording is desired, a Purchase Order Encumbrance Summary such as the
one on page VI 21 mrght be used. )

R .99




To: Student Supply Company
<

Erom

PURCHASE ORDER

-

- Date:

July 10, 1973

Ordered by

school

No. 2

School District’
Appropriation

. Ledger Account 4300

Deliver to: 100 Main Street, .
tnit Amount
Peovved Quont tyl Unet bre v, price Arount Candeth g
65 1,000 |[Ream| Newsprint - $0.60 $600.00 | $41.67
100 |{Gross | =2 scf)]ooll pencils 3.00 | 0000 | &
300 | Box | Crayohs - 0.30 90.00 .
] $990.00

Payment Record:

Date: Jduly 20

Amount: $41.67

s ~

Purchase Order Encumbrarice Summary for July, 1973 .

Appropnandn Purchase order |\ Amount of

Vendor's Name ~ account number Date nurmber encumbrance
T A

Justrite Roofing Company 4500 10 1 $ 805.63
Student Supply Company 4300 11 .2 ‘ 990.00 .

L.A. Detergent Company 4500 26 3 50.00

Total %,845.63

N *

.

’

Encumbrances

A journal entry to record the encumbrance information

contained in the summary js illustrated

Debit

$1,845.63

18S ... i e e

as follows:
J15:
Date Account
7-1-73 9830 Encumbrances
9620 " Reserve for
Account Appropriation Ledger
4300 ' Jnstructional Suppl
4500

Other Supplies .. ..ottt i iieiennnn
To record Purchase Order Encumbrances for J‘u,ly 1,1973

$990.00

855.63

Vi-21
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The posting of the Other Expenses of Instruction item to the account in the subsidiary Appropria-

tion Ledger is jllustrated as follows: ’
/

; ' APPROPRIATION LEDGER
Account 4300 . ‘ } " Instructional-Supplies ) : Page 5
. ‘ ) Unencum
Appropn Encums- Encumbered £ xpended bered
Date Referénce aton .,  brances to date Expended to date balance
7173 Jis $5,000.00 . $990.00 $990.00 $4,010 00
-

. i . R . . . ) . ¥
The instructions for recording encumbrance adjustments in this section outdine the procedure
used to adjust encumbrances when payments are made involving encumbered purchase orders.

Recording Income and Other Cash Receipts . 3

Source documents for posting income are apportionment notices from the county superintendent
of schools for deposits made directly to the county treasury or copies of receipts for monies
received directly by tlie district. ’ }

An apportionment notice from the county superintendent of schools is illustrated in the Typical
Apportionment Notice on this page. \ .

Each of the items of actual income should be accounted for separately so that they may be
compared with income estimates. This is accomplished by posting feceipts to the Income Ledger.
The total from any given apportionment notice is posted to the General Ledger, and individual

items are posted to the subsidiary Income Ledger.

TYPICAL APPORTIONMENT NOTICE

‘g‘." County of .

“E ; Y ' ‘;, - * '

To P T Schoot District
4

This 1s to certify that income noted below has been received and has been placed to the credit of
your district on : .

Date '

-

8611 Basic and Equahzation Aid and Supplemental Support . . .
8616 Educationally Handicapped Minors . . . . . . .. ... ..
8622 Allowances for Transportation . . . . ... ........
8670 Tax Relief Subventions . ... .°\ . .. .. ... ......
8710 Commuruty College Tuition Tax . . . . . . ... ...,..
- 8811 District Secured Roll Taxes . ... . .. ...........

8812 District Unsecured ho’il('axes o e e e

Other Income (Describe) . 7 ma. .. . .. ... L,

. o .

Preparing the journal entry for income deposits made directly i the county treasury The journal

entry to record income receipts lists the General Ledger and subsidiary_ ledger accounts and the
amounts for each as in the following example:

P
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Date  Account ? . Qe{;rt” Credit
7.20.7F 01 10 Cashin County Treasury I
™ 9840 Income
Account g’ubSIdrary Income Ledger . . r
8811 District Secured Roll Taxes . ...... S, -
8812 District Unsecured Roll Taxes ........... - _
8611 Basic and Equalization Aid . «........... * -

To record income received on appomonment notlce dated 7-20-73

The journal entry is posted to the General Ledger in the usual manner.

x . 14 > N *
The subsidiary Incqome Ledger is posted from the journal entry in a manner similar to that used
for posting estimated income. Each account is posted to show, in the amounts reeeived portion, thé
amount of the ledgers that has been Lamcd in the journat entry, as has been done in the following

example:

‘ {
INCOME LEDGER
Account 8811 District Secured Roll Taxes - ' Page 6
. ' Estungted Amounts Total recerved Esumated to
Date Reference income - received to date be‘received
7-1-73 J2 $345,888.00 s $345,888.00
7-20-73 J_ ' . . - :
. o
INCOME LEDGER: *;& s
"Account 8812 District Unsecured Roll Taxes 7 Page 1
) Estrimated Amounts Total received Estimated to
Date Reference » Income receved to date be recewved
7-1.73 . J $2,700.00 - $2,700.00
7-20-73 J—
L . -
INCOME LEDGER .
Account 8611 Basic and Eqnalization Aid Page 1
. Estimated ’ Amounts Total recesved ' Estimated to
Date . Reference ncome received to date be received
7-1.73 . J2 $277,528.00 $277,528.00

A summary of receipts issued for cash received directly by the school district serves as the basis
for preparing the journal entry to reuord this type of income and other cash receipts. Abatements of
expenditures are treated in Part III of this manual. If this summary is a formal reuord it might jook
like this example of a Cash Received Journal: -

e

) ' 102 -

o




© " Cash ReceivedQournal Month ¢f July, 1973
@ . vt ¢ Current income Abatements ol “"General Ledger =
.. ' " expenditures ! .
Date Description Recewedr Account Amount  Account  Amount  Account  Amount
7373 Recepts ¥ . 8110- .- " 5800. ‘
* Nos.6801-6815  _____ 8842 ___ - ! : ¢
8s0 .
R . .- 4300 : ]
- . ‘ ~ 4300 |, _____ .
L ’ - 4300 ___
. 8880
. v
' Totals - ’

-

. [y

Préparing tll‘c'/uurnal entry to record-cash recened directh by the school district The journal
entry to record actual income and other cash receipts received directly by the school district hsts
the General Ledger and subsidiary ledger accounts and the amounts for each. For example.

v

(Date _ Account . ! Debit Credyt
?-31-73 9110 Cash in C:)unty Treasury ’
‘ 9840 Income I x
9850 Expenditures . { °
’Account Subsidiary Income Ledger
8110 Maintainance and Operatuon (Public Law L
. 81-874) ... e - .
8842 Sale of Equipment and Supplies ................. ;
" 8850 Rentals .., ... i
8871 Adult Education Fees .........................
8880 "Miscellaneous ........... oo
Supsidiary Appropriation Ledger . . .
4300 Instructional Supplies ... ............uurnn... - \‘,’
5809 Transportation Payments from Other Districts . ... .. > )

To record receipts numbérs 6801—6815

"The General Ledger is posted in the usual manner. The subsidiary Income Ledger is posted in the
same manner as that illustrated under income, deposits made directly in the county treasury.

The subsxdlary Appropriation Ledger i posted in the same ‘manner .as that shown under
expenditures, as«in }he following example: -~ .

APPROPRIATION LEDGER ¢ -
Account 4300 Instructional Supplies Page 2
) Qutstanding . Unencum-
. ) Refer Encum- * Liguda- encum- Expended . bered
Date  ence brances tions & xpended brances to date Budget balance
7-31.73 ' - ) '
. - .

Vi-24
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- ", APPROPRIATION LEDGER -

Account 5800 —=—— Payments ffom Another-Schoot-District . ’ “  Pagel
, .- " Qutstanding ~ Unencum .
Retar Encum- Linyuida- encum- Expended bered AN .
Date ence ¥ brances tions Expended brances to date Budget balan e
7-31-73 ' : .
IS . A

.

.

Recording Expenditures and Other Disbursements—Salaries .

Salary expenditures are "erally more efficiently posted by total from the-puarvroll payviment
order. or similafly titled hstmg. which is an itemized, detailed list of individual salaries for a
particular payroll. A summary of amounts to be charged to the various expenditure classifications is
needed for this procedure (see California School District Payroll Payment Ordcr page VI-26).

Very rarely. such as when accounting salaries for a one-"or two-teacher school, individual salaries
paid might be entered directly in the General Journal.

Preparing the journal cntry “The journal entry ta record payroll payments lists the General
Ledger and subsidiary ledger accounts and the amounts for edch, as in the following example.

>
Date  Account . . Debit Credit
7-31-73 9850 Expenditures °* N\ $40,275.00 .
9110 ., Cash in County Treasury L $40,275.00
Account Appropriation Ledger .
21100 Teachers' Salartes . ....oov v eennennentn, $32,000.00
1200 School Administrators’ Salaries .. ................ 1,600.00
1300 SuUPervisors’ Salares .........ieririnenaraena 2,000.00
1600 Physical and qutal Health Salaries . . ............. 125.00
1800 Other Certificated Salaries of District Administration . 800.00
2200 District Administrative Salaries . ................. 250.00
2300 Clerical Salares .. .....ovvevevnnnennnnnn. . . 650.00
» 2400 %¥ ° Maiitenance and Operation Salaries .............. , -2,850.00
6 ¥ " -

I\ To gecord gxpenditures for payroll listing number 1 for the month of July
Posting the General Ledger. The journal entry for .payroll expenditures is posted to the General
Ledger in the same manner as previous entries, as in the following example:*

Account 9850 C, ’ Expenditures . Page 1

Date Reference Debit . Credit Batance Dr/Cr
'7:31-73 ' J8 $ 40,275.00 - $ 40,275.00 Dr
Account 9110 Cash in County Tréasi\ry . ~ Page 1

Date Reference Debit Credit . - Balance Dr/Cr
7-1-73 » J1 $100,042.67 $100,042.67 Dr
7-31-73 J8 $40,275.00 59,767.67 Dr

Note that the posting to the cash account is a credit entry that deducts from the previous balance
to give a new debit balance of $59,767.67. .

’
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'

Posting the Appropriation Le dg(r Entries in the subsidiary Appropnatlon Ledger are made in the
e‘(pendntlm columun in each case; as shown in the following ekamp

N

/ R
APPRQPRIATION LEDGER A
Account 1110 Teachers’ Salaries ' . " Pagel
_ _ . . B M UnenCum—

- Refer Appropri Encum- . Encumbered E xpended ~ bered~ -
Date ence aton " brances - to date Expended to date balance
7-1-73 g J3 $390,000 00 : $390,000.00

) J5 390,000.00 $390,000.00 $390,000.00 $32,000.00 - 0.00
7-31-73 J8 390,000.00 390,000.00 $32,000.00 32,000.00Cr

In normal procedures the hquidation of an amount corr;spond:ﬁg to the payment takes place
51multa{1eously with this posting. The liquidating entry is described in the section headed Recording
Encumbrance Adjustments Salaries, follmeg For purposes of explanation, this account will be

. carried this way until the fiquidating Lntry is posted.

Note that the “Appropriation,” Encumbered-to-date,” and “Expended-to-date’’ columns are
carried forward with each posting. .

Entries in the program ledger are posted by object classification in the appropriate columns in the
program ledgers, then subtotaled on the object of expenditure card in"the Appropriation Ledger.

The total postings Yo the program ledgers for the object classification (teachers’ salaries) will
amount to 532,000, which can be subtotaled in the Approprlatlon Ledger (see sample program

ledger, page VI- 16)

* Recording Expex;ditures and Other Disbursements—-Other

Payments to vendors are usually made at regular intenais monthly or oftener, and listed on a
warrant register that can be used as the source to enter the total expenditure. Like the payroll
charges, the amounts to be charged to the various expenditure classifications will need to be
summartzed (see California School District Warrant Register Number 1 on page VI-28).

Other expenditures, such as a district’s retirement payments, repayments on loans, and the liRe,
which are disbursed at the coynty level, may be entered individually as reports are received from the
office of tre county superintendent of schools. Expenditure transfers between funds of a district
rgquire a sfmilar entry. It is possible to include all such items in one listing and to enter the total in
the General Journal with a summary of amounts to be c'hargcd to the various expenditure classes. In
either procedure, reference to the original report or notice should be made, and such documents
should be kept readily available. .

Preparing the journal entry The journal entry to record vendor payments or other expenditure
items lists the General Ledger and subsidiary ledger accounts and the amounts for each. This journal
entry is posted to the General Ledger and the Appropriation Ledger as illustrated in the entrles that

follow:

Date  Account’ Debit . Credit
. 7-31-73 9850 Expenditures . $6,245 00
9840 Income 560.00
9100 Cash $6,745.00
Account Appropriation Ledger '
4500 Other Supplies . . ... i, ' $1,620.00
4100 Textbooks . .oovvinnnn .. e . 350.00
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4300 Instructional Supphies . ............. N § 475.00
5500 Utilities and Housekeeping Services . ... ....... ' 1,300.00
6200 New Buildings and Improvement of Buildings .. .. ... 2500.00
' Income Ledger ’
8110 Maintenance and Operation (Public Law ‘
81874) ... 500.00
‘To record expenditures for Warrant Register number 1 for the month of July
R 1: Y
M)
. CALIFORNIA SCHOOL DISTRICT
Warrant Register Number 1 ‘Date. July 31,1973 -
Warrant ' Expenditure
number Vendor classification Awmount
1 Aldrich & Aldrich, Inc. . ..., 4300 $ 48.06
2 American Book Co. ... ...... ... ...... 4100 350.00
3 Best Music CoOmpany . .....voi v erenneennnnnn. 4300 210.00
4  EP.Fimigan Company ....................... - 6200 2,500.00
5  Office SUPPIY CO. v vvveee e 4500 65.00
6 Pacific Gas & ElectricCompany . ................ 5500 . 700.00
. 7 Pacific Telephone & Telegraph Co. .. ............. 5500 600.00
8 Read’s Fence Company .............. e 4500 875.00
N 9 Sun Custodial Supplies . ... .. 4500 . 680.00
> 10 Taylor's School Supplies ............. O 4300 216.94
1 U.S. Treasury ’ ‘
(Abatement of income) 8110 ... . ......+....%. 500.00
Total ... e $6,745.00
Expenditure Classification Sungrhary: . 4
4100  Textbooks .............iiiiiiiiiiiii $ 350.00
4300 Instructional Supplies . ................c v, 475.00
4500 OtherSupplies ........... .0 iiiiinennnnn... 1,620.00 . :
5500  Utilities and Housekeeping Services ......... - - 1,300.00 *
i 6200 Buildings and Improvement of Buildings .......... 2,500.00
: $6,245.00
3
Income Classification Summary:
8110 Maintenance and Operation (Public Law 81-874)
abatement .......... .. e 500.00
500.00 ,
$6,745.00
-

Pusting the Income Ledger This posting to the subsidiary Income Ledger is an example of an
abatement of income.




INCOME LEDGER

L4
—— ~Account8100° - ~ - Maintenance and Operation {Pubtic taw'81-874) ~ — —— ~ Pagt
Estimated Amounts Total reée'ved Estimated to
Date Reference ncome . _. recewed to date be recewved »
71.73,° . Ji $2,500.00 . $2,500.00
. - J_ 2,500.00 $2,400.00 $2,400.00 100.00
7-31-73 J__ 2,500.00 500.00 Cr 1,900.00 . 600.00
’ ) \

Recording Encumbrance Adjustments—Salaries

The arhount of encumbrance to be adjusted or liquidated when salary payments are made is the
same amount as is being paid, provided such amounts have been encumbered. This procedure will |
leave the proper balance of%encumbrance for each succeeding monthf there is no change in rate of
pay.

Further adjustment is necessary for ehanges of contract, termmatnons and the like. It is generally
preferable to liquidate the exact amount of the payroll posting and to pick up \additional o
adjustments in a separate posting from a list of changes. For example, a pajroll expenditure of
‘S40,275 represents the regular monthly payroll for salaries encumbered for the year. However,
because one empléyee terminated in July and received less than a full month’s salary, the difference
between the individual amount encumbered, $300, and the amount paid and liquidated, $200,
represents a cancellation of $100 to encumbrances for July in addition to the encumbrance for the
rest of the year, 33,300, or a total cancellation of encumbrances in the amount of § $3,400. The -
person replacing this employee was paid $50 in July and will be paid $2,750 for the rest of the year.

. This is an additional total encumbrance of $2,800. The net adjustment to encumbrances is a
reduction of $600. The Certificated Payroll Encumbrance Summary illustrated in this secfion (see
" page VI-18) provides for a methbd of adjusting salary encumbrances. b

The use of some machine spstems makes it gore practical to liquidate all encumbrances for
salaries at the t1me payroll expenditures are posted and to reencumber the adjusted amounts for the
remainder of the year. .

Preparing the “journal entry. The journal entry to record encumbrance adjustmen\ts lists the
General Ledger and subsidiary ledger accounts and the amounts for each, as shown in the following

I

example: ~ L.
b4 . ’ ‘
Date  Account Debit ¢ Credit 4
7-31-73 9620 Reserve for Encumbrances $40,275.00
- 9620  Reserve for Encumbrances : 600.00
. 9830 Encumbrances : © $40,275.00
‘ 9830 ° Encumbrances -600.00 ¢
Appropriatio%edger ) ’
. <+ 1100 © Teachers’ Salaries . ............ceiinreeiiiin.. $32,000.00
A ) School Administrators’ Salaries . .. ............... ) 1,600.00
1300 Supervisors’ Salaries .. ......... ..ot . 2,000.00
1600 | Physical and Mental Health Salanes ............... 125.00
4 1800 . Other Certificated Salaries of District and .
. County Administration ............cvvuennen. : 800.00
2200 - Office of County Superintendent and District .
’ Administrative Personnel Salaries . . ............. P 600.00
2200 Office of County Superintendent and District e
t s Admlnlstratlve Personnel Salaries ........ .,7 ..... . ] 250.00 , 4
- . ' ~
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‘ L}
2300 . Clerical SaRries .. ... e $ 650.00 . -
s > 2400 Maintenance and Operation Salaries .............. : 2,850.00 .
. " Yo recy«rs’aWance liquidations and adjustments for the month
. of July ; ¢ .
¢ . e '

Posting the General Ledger The journal entry for salary encumbrgnce liquidations and
adjust’ménts is posted to the General Ledger as usual.
Posting the Appropriatton Ledger ‘Entries in the subsidiary Appropriation Ledger are made in the
‘. “Encumbrances?’ column in thesfollowing example: .

. L

' L] ‘ -
U o ot APPROPRIATION LEDGER L
_ Account 1100 U : A - Teachers’ Salaries ‘ . - Page1 '
.. s . Unencum-
L -Refer- *  Appropn- ' Eogm- E_ncumbered Expended bered
‘Date | ence  °  auons . brences » to date Expended  todate balance
o, ¥ . B o B

- 72-1-73 - J3 $390,000.00 } . $390,000.00

. - J5 390,000.00  $390,000.00 $390,000.00 (0.0
7-31-73 .J8 390,000.00 - 390,000.00 . $32,000.00 $32,000.00 32,000.00 Cr

. J10. 390,000.00 —32,000.00 358,000.00 32,000.00 0.00

v , .
’ . - ' 4
) APPROPRIATION. LEDGER . ) Ce
7 Account.2200 District Administrative Salaries ) Page 1
' ) . v Unencum-
X Refer- Appropn- Encum- Encumbered . - Expended bered
» Date ence . - ation brances todate - Expended to date balance

T 71473 J3 $3,600.00 ' . " $3,600.00

. J5 3,600.00 $3,600.00 $3,600.00 0.00
« 7-31-73 J8 « 3,600.00 ~ 3,600.00 . $250.00 $250.00 250.00 Cr

' 'J10 4 3.600.00 —250.00 3,350.00 250.00 0.00

>

J10 3,600.00 —~600.00 2:750.00 250.00 600.00

-

r

The control account, Encumbrances, in the General Ledger van be proved by adding the totals of
the “Encumberedsto-date” column in each of the subsidiary Appropriation Ledger accounts.

¢
. »

. * " Recording En'c,umbrance Adjustments—Other than Salaries .

The amount of epcumbrance to be adjusted or liquidated when vendor payments or other
expenditures are recorded is the amount originally encumbered for the specific items. Thus, if a
purchase order was originally encumbered for $100 but the actual payment was $99.50, the original
$100 encumbrance is liquidated. Partial payments on an order are liquidated in the same amount as
on'gipally encumbered for items being paid, and the balance of encumbrance is liquidatﬂed}when the
final payment is made. , . . :

Depending on the encumbrance method being used, the adjustments cr liquidations are posted
either directly from the purchase order as illustrated on page VI-21 or from a Purchase Order -
Liquidation Summary listing the purchase orders being paid. The same form can be used as that
shown for the Purchise Order Encumbrance Summary on page VI-21. The warrant register form
shown on page VI—28 might also be used_ to indicate liiydations of encumbrances by adding
* columns for purchasé order number, amount encumbered, and encumbrance classification. -

]
- , [
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Here again it is" true that with 'some machine systems it is more practical fo liquidate all
encumbrances and to reencumber those that are outstanding after the paid items have been deleted.
If-an encumbrance amount is caricelled or changed® because items ordered are unavailable or prices
are changed, the adjustment is recorded in the same manner as the routine liquidations following

payments. -

", Prepuaring the journal entry  The journal entry to record encumbrance adjustments lists the
General Ledger and subsidiary ledger accounts.and the amounts for each, as shown in the following
example.

-~

Date  Account ' ' Debit " Credit
7-31-73. 9620 Reserve for Encumbrances " " $6,245.00 ’
9830 *Encumbrances - - $6,246.00 ,
?
Appropriation Ledger ' .
4100 TOXTBOOKS + vo v evvveee et eie e i $ 350.00
4300 T Instructional SUPPIES ..t e 475 00 . e
4500 Other SUPPHES .\ v e eeee e eiie e 162000 ~
5500 Utilities and Housekeeping Services . .. ............ 1,300.00
6200 Buildings and tmpfovement of Buildings ......... 2,500.00

To record encurgbrance hquudatuons {other than salaries) for the month of July

The journal entry for emumbram.e liquidations (other) is posted to the General Ledger i in tlk.
usual manner.

Posting the Appropriution Ledger Entnes in the subsidiary Appropriation Ledger are made in the
Encumbrances colump, as shown in the following example:

*

. APPROPRIATION LEDGER

Account 4300 ' ) ¥ Instructional Supplies Page 1
. Unencum-

Refer- Appropri- -Encum- ., Encumbered + " Expended °  bered

Date ence » ation brances todate Expended to date balance
7-1-73 J3 . $250000° -$2,500.00
J6 . 2,500.00 $750.00 $750.00 1,750.00
7-31-73 J9 2,500.00 750.00 $475.00 $475.00 1,275.00
~J11 2,500.00 —475.00 275.00 475.00 1,750.00

Recording Other Adjustments ) ‘f . -
Changes, or adjustments, must often be made to entries"recorded in the Genera Ledger and
subsidiary ledgers. Some of the more common adjustments are cited in the following paraéraphs
Recording adjustments to estimated income. When information is reuewed‘“that income will
exceed the original estimate in the official budget, a new estimate of income is madef; and the
increase is recorded in the General Ledger and the Income Ledgér. The increase in esflmate’d income

“is recorded as- follows:

A . .« . ”
v Date  Account, Debit Credit -
. 63174 9810  -Estimated Income ' $1,100.00
‘9710 nappropriated Fund Balance . $1,100.00
Incorhe Ledger , \ .
8611 Basic and Equaljzation Aiti and Supplemental Support $1,100.00 Dr
' ~ {

To record revised estimate of a state apportionment > }
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This entry increases the estimated income in the General Ledger and in the Income Ledger. It -
also increases the amount available for appropriation as indicated by a credit balance in the
Unappropriated Fund Balance account. (Note that the entry simply records the amount available .
for appropriation. Actual appropriation may be made by governing board action only, as presu.rlbc(f
in Education Code sections 21001 and 20953.)

When a revised income estimate indicates a decrease in amaunt of estimated ru.upts, the chrease
is recorded in a similar manner, as follows:

L)

Date  Account . ’ Debit - Credit
5-31-74 9710 Unappropnated Fund Balance $1,100.00
9810 Estimated Income $1.100.00 -

Income Ledger .
8611 Basicand Equahization Aid . ....... ............ $1,100.00 Cr
To record revised estimate of basic and equalization aid

- -

Note that when this entry is posted to the General Dedger, adebit balance in the Unappropriated
Fund Balance account usually results. A debit balanu.e indigates that appropriations exceed available
resources and is a warning that expenditures must b u.ontrolled so that this amount remains as
unexpended appropriations at the end of the fisc T. -

Recording adjustments to appropriations Except when a revised approprlatlon budget has beejr
adopted, adjustments involving changes in current appropriations will have no net effect on the
General Ledger balances. The changes will affe«,t only the Appropriation Ledger, because the total

amount appropriated is not changed but is Slmpl) redistributed among the appropriations accounts: .

Date  Account Debit Credit
10-30-73 9820 Appropriations * $500.00 ‘
8820 Appropriations $500.00
, Appropriation Ledger . . ’
6400 New Equipment ... ... ... ................... $500.00 Dr
4800 Equipment Replacement .......... e . 500.00 Cr

v

To record appropriation transfers adopted 10-30-73

« Recording adjustments to expenditures When information shows that an amount already .
recorded as an expenditure should be charged to some other expenditure account, the adjustment 1s
made without net effect on the General Ledger. The expenditures portion of the Appropriation

Ledger will reflect the change as in the following examples: <
Date  Account : Debit . Credit
111673 9850  Expenditures $25.00
9850 Expenditures, $25.00
. Appropriation Ledger . :

4100 Textbooks .. ........... i $25.00 Dr

4200 OtherBooks .............coouuuuunin .. 25.00 Cr

To record correction of expendntures classuflcatlon coding on warrant number

12345, 10-15-73 ~
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Date 'Account © Debit Credit
.

11-30-73 9850 Expenditures . $200.00
9850 Expenditures ) . $200.00
. Appropriation Ledger .
1100 ' Teachers’Salares” " . 1. T ... ... S N $200.00 Dr
1300 Supervisors’ Salaries . . ..« . .. ... ..., 200.00 Cr

To record portion of J D Smuth’s November salary as Teachers’ Salaries
because he substituted for A. B. Clark °

Recording adjustments to stores Adjusting entries resulting from a stores opcfation are shown in
the next example, When a physical inventory reveals a stores overage or shortage, the amoynt must
be recorded in the records. The usual practice is to adjust the Stores—Inventory and the

\

* Stores—Overhead accounts. .
Date  Account pggylt ¢ .. “Credit
11.25.73 9210 Stores— inventory . . . 375 00
9210 Stores—Overhead . $75 00

To record stores average per inventorygof 11-15-73

An inventory shortage is reflected by a similar entry, except that the debit and a.redlt entries are
reversed.

Periodically, the Stores—-Overhead account is cleared of its charges. This .must be done at least
once a year to assure that the year-end balance in the overall Stores account represents only
material on hand in the warehouse and available for issue.

Clearing the Stores—Overhead account requires an entry to distribute the balance of this account
to the various expenditure accounts. One of several methods may be used for determining this
distribution. Regardless of the method used, the entry is made as shown in the following example.

Date Account Debit , . + Credit
6-30-74 9850  Expenditures . - ;$1.500.00
9210 Stores—Overhead ‘ $1,500.00
' Appropriation Ledger . ‘
4300 Instructional Supplies . ............... 0. ... $1,000.00 Dr
4500 Other Supplies‘. e e .o “500.00'Dr

To distribute warehouse overhead expense for the fiscal year

.
. t

Closing the General Ledger
The closing entries fall into two categories. The first category is the adjusting or the accrual of
= certain balance sheet accounts. The second category is the closing of all budggtary and operating

accounts. : ' ’
Determiming the adjusting entrics. Adjustments of prior year accruals may become nu.cssary

because of errors in estimating the amounts to be accrued or x,hanges resultmg from information

available at a later date.
There are two methods of handling prior year accruals. Under the first method adjustments are

automatically recorded in the books. Under the second method adjustments ar¢ made during the
year as additional information becomes available, njot at year-end.

) (
11z
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The follo;ving is taken from the general instructions. Annual Financial Report.

Hethod 1 The amount of varance between prior year estimates of Accounts Recetvable and Current Liablities
and the actual transactions of this year must be used either to increase wr to decrease the Lurrent yedr's income
and expenditures If the actual amounts falt short of estimates. the same accounty of the current year should be
~_— reduced as were increased in the prior year If the actual amounts exceed estimates. the excess should be added to
" the most appropriate turrent year account, This should in no way reduce the determination of the estumates of
Accounts Recewable and’ Current Liabihities at the close of a year as shown on Forms J-43A and J-43.
respectively.

Method 2 Rollow the procedure used 1n prior years by not making the adjustment to the speuific current year

.

aceounts

First method A reversing »ntry of the original gcerual is made on July 1 of the following year.
For example, a reversing entry closes.the balance in the current liability account and places a credit’
in the expenditure account, When the liability is paid, the debit is made to the expenditure dccount
in the same manner as any normal expenditure. .

At year-end, amounts of income or transfers from other districts due and not yet received are
determined and recorded in the current fiscal year. However, monices due from tax delinquencies are
not included, because tax income is recorded on a cash basis. Only those amounts that can be
reasonably determined are recorded. The amount recorded as Accounts Receivable must agree with
the feport filed witlt the county superintendent of schools.

Those amounts that 'gre dué and receivable from other funds of the district are recorded as Due
from Other Funds rather than as Accounts Receivable, ' \

Accounts Payable or Current Liabilities are amounts due but unpaid at year-end for goods and
services received during the year. The amQunts set ‘up as current liabilities must agree with the
report sent to the county superintendent of schools, . ) )

Those liabilities that are due and payable to other fundsof a district are recorded as Due to Other
Funds, rather than Current Liabilities. . . b '

If the district maintainsa Stores account, refer to Part V of this manual for information.

If the proration for pr§p§id expense itemg_is mage at the time of the expenditure, no further
action is necessary at year-end. The prepaid expense proratjon schedules should be checked at this .
time. If there is an error to be corrected or an adjustipent to be made, the debit or credit will be
made to the Prepaid Expense account and the offset to the appropriate expenditure account.

The Reserve for Working Capital account is adjusted to reflect the net increase or decrease during

v . the year. . ' i
The total amount of the General Reserve account is closed to Unappropriated Fund Balance, the
total amounts in the Income and Estimated Income accounts are closed to Unappropriated Fund
Balancg?‘,gﬂd the total amounts in the Appropriations and Expenditures accounts dre closed to
¥ Unappropriated Fund Balance. '
Prepaning the adjusting journal cntrics. Under method one the adjusting entries are made as
follows: ‘
Date Account - , Debit Credit
6:30-74 9580 Expenditures '
9510 Accounts Payable ’ —_
. ; Subsidiary Expena"itures Ledger :
R At 4300 Instructional Supplies .........................

To record liabilities for gopds and serviges received '

( .
NOTE: This records accrued habilsties at the end of fiscal year 1973-74,

113 -
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Date Account . Debit . Credit

7-1-74 9510 ' Acceunts Payable
9580 Expenditures . N J—
* Subsidiary Expenditures Ledger )
4300 "o Instructional Supplies . ...y - i
, ) .
. To reverse accrual of prior year liabilities ,

NOTE; This entry reverses the prior year accrual at the tgegmnmg of fiscal year 1974-75. [

Second method. The original accrual is left on the books until the cash receipt or disbursement is
recorded. At this time any necessary adjustment should be made. Under method-two the adjusting
“entries are made’as follows:

Date Account ) : + Debit . Credit
6-3074 ' 9580  Expenditures  \ . _

9510 Accounts Payable . ’ .- ' -

’ -
To record liabilities for goods and services received

. Date Accoun} - Debit 'Cre:'d/'t
7-31-74 * 9510 Accounts Payable —
2110 Cash in County Treasury —_—

To record payment of habilities '

Note that as soon as it is believed that all prior year liabilities have been paid, the net difference
between the totak of the actual payments and the total of the liabilities entered before the close of
the preceding fiscal year and brought forward as a balance in the Current Liabilities account should
be the basis for an enfry to close such balance to Unappropriated Fund Balance.

The following éntries illustrate the recording of year-end accrued income expenditures and
abatements. Neifher of these entries has any effect on the cash ‘account. These accounts are cleared
in the following year byoone of the two methods previously described”

L
.

Date  Account ' Debit « Credit
.6-30-74 - © 9160 Accounts Receivable | '
9840 Income - . ’ 3
8850 Expenditures i
4 -
- » Subsidiary Income Ledger
8880 Miscellaneous Income ............. peenn P Lo
Subsidiary Expend/tures Ledger
4500 - Other SupBlies . ..............cccviiiiinnn.. ) -
» To record uncollected fees and abatements ,
Date Account ' Debit - Credit
6-30-74 9840 Income
9850 Expenditures -
9510 Accounts Payable ) —
N Subgidiary Income Ledger .
8856 * Rentallncome .................. e _
. 114 -
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4500
* 4200
4300

+ Subsidiary Expenditures Ledger .

Other Supplies. . ............ e e .. - R

Other Books .... . ... ..... ....., PORUERP _
Instructional Supplies ...................

To record habilities for goods and services received and abatements Ty
»
of income .

* When accounts are closed, the General Journal entfies are made as Allustrated in the following

examples:

»

Date
6-30-74

Date
" 6-30-74

8110
8210

T 8611
8616
8622
8811
8812
8880
8920

Date

6-30-74
L4

1100
" 1200
1300
1400
1500
1600
1700

+ TO CLOSE THE GENERAL RESERVE ACCOUNT -
Account ) . / Debit Credit
9630  General Reserve —_
9710 Unappropriated Fund Balance -

To close the General Reserve account
s

" TO CLOSE ESTIMATED INCOME AND INCOME: -

Account ) N Debit Credit
9840 Income . )
9710 Unappropnated Fund Balance ’ , -
9810 -Estimated Income —_
AN 1
Subsidiary Income Led_t}er
Maintenance and Operatien (Public Law 81-874) ... S _—
National Defense Education Act
(Public Law85-864} ........... e __*___

Basic Aid and Equahization Aid ..................
Educationally Handicapped . . .. .................
Transportation_
District Secured Tax Roll .. .............. PP
e+ Distnict Unsecured Tax Roll ...................
“Miscellaneous Funds” .. ......................
Other Tuition .............. ey, AP .

/]

To close Estimated Income and Income to Unappropriated Fund Balance ’

TO CLOSE' APPROPRIATIONS AND EXPENDITURES '
Account ’ Debit Credit .,
9820 Appropriations
9850 Expenditures . : -
9710 - ?  Unappropriated Fund Balance ’ _
Subsidiary Expenditures Ledger . ” . . .
Teachers” Salaries ... .. P $360,000
School Administrators’ Salaries . . ................ 20,000 .
Supervisors’ Salaries . ........... i - 25,000
Librarians’ Safaries . ...........cccvviiiinn... 2,000
Guidance, Welfare, and Attendance Salaries. .. ...... 10,000
Physical and Mental Health Salarie§ ............... 1,500
Superinteridents’ Salaries . .. ........ " .......... 10,000 I




1800 Other Certificated Salaries of District and County . . .
Administration”. . ................ e + 5,000 -

1900 Other Certificated Salaries ... ................... - 1,000
2100 Instructional Ades Salaries ... .. .............. 2,000
2200 Offices of County Superintendent and District
Administrative Salaries . .. ........ e 3,600
2300 |, Clerical and Other Office Salaries ................ ., %000
2400 *\ " Maintenance and Operation Salaries .............. ] 36,000 °
42500 Food Services Salaries . .................... e ’ 5,000
. 2600 Transportation Salaries ....... e, 5,000
2900 Other Classified Salanes ...............ccouuu... 500
3100 State Teachers’ Retirement System Annuity Fund . 11,900
“3200 Publhic Empioyees’ Retirement Fund ... ... . 2,000
,"(3300 Old Age, Survivors, Disability, and Health Insurance . 1,500
, 3400 Health and WelfarePlans .. .............. ...... 900
-, 3600 Workmen'’s Compensgtlon Insurance .... ......... 900
4100 Textbooks ...... ... ...... .. ... ... 2,000
, 4200 Other BookS . ..........ccvvvimmuinnnnann.. .. 500
4300 Instructional Supplies .............. e 2,500
4500 OtherSupplies . ................coveeennnnn.. 800
4800 . Etuipment Replacements .......... e 6,000
5100 Contracts for Personal Services of Consultants, i :
; Lecturers,and Others . ....................... . 500
5200 Travel and Conferences and Other Expense
Reimbursement .. ............................ ~ 300
5300 “Dues and Memberships .. .... e e . 200 g
5400 Insurance ...« - 1,000
5500 Utilities and Housekeeping Services .. ............. 5,000
5600 Contracts, Rents, and Leases . ................. .. 4,500
5700 Legal, Election, and Audit Expenses ............. 500
5800 * * Other Services and Expense. . ............ . 4,500 :
5900 Interprogram Charges and Credits ............ ... . 0
6100 Sites and Improvement of Sites ............. FUP 2,500
6300 Buuldi‘ngs and Improvement of Buildings _ 22,500
6300 Books and Media for New of Expanded Libraries . ... 1,500
6400 New Equipment .............................. 7,800
7200 Outgoing Tuition . ..... e e 30,500
- ' v,
Prepaid Expenses ~ . M ‘{’?\

Cash is often disbursed by school districts for services or materials, a portion or all of which
actually applies to a future fiscal period other than that in which the cash disbursement is made.
The most common such disbursement is for insurance, the full premium of which is paid
immediately, but the coverage of which extends into future school years. Were the entire premium
charged to the year in which the premium ‘is paid, expenses for such a year would be overstated, and
a comparison with years“in which such premium_was not Paid would become invalid. For the
purpose, therefore, of including expenditures in th¢ year that the services or materials were
received, it becomes necessary to accrue as an asset the amount of cash disbursed for an item
allocated to a future year. - ] -

-When the cash disbursement for an item as discussed above is made, it is necessary to credit the
.cash account for the full amount of’the disbursement. The debit must be split to two accounts, that
portion which applies to the current school year being charged to, current year expense appropriate
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to the item, and the remaining portion applicable to a future year charged to the asset account
gntitled Prepaid Expenses, as in the following example: -
General Ledger .
Date  Account Debit - Credit
7-15-73 9850 Expenditures $100.00
N 9220 Prepaid Expenses . 400.00
9110 Cash in County Treasury $500.60 -
To record payment of a five-year insurance policy, one year of . -
. * —  which applies to the current year ) )
Appropriation Ledger * -
’ {
Date Account e Debit Credit
7-15.73 5400 Insurance $100.00
v To record payment of a five-year insprance pdhcy, one year of R
which applies to the current year

At the end of the school year when the books are closed, the asset account, Prepaid Expenses, is
included with other ending balances and becomes a part of the beginning balance for the next
school year. .

After the books are opened for the next school year, it is necessary to determine whether all or a
portion of Prepaid Expenses applies to the current year. This amount must be charBed to the
appropriate expense account of the new year, leaving as a remainder in the asset account any
amounts not yet applicable. These, in turn, must be carried over as Prepaid Expenses to the next
school year. To facilitate determination of the amount to charge to a year other than that in which
the original cash disbursement was made, it is good practice to prepare a schedule of amounts and
periods applicable at the time when the original cash disbursement is made, as shown in the
following example:

. PREPAID EXPENSES SCHEDULE

Y

Analysis of total applying to each succeeding year

Policy Overall First .Second Third Fourth Siith .
Date number | Carrier total year year _Year year - | year
7-15-73 | $400.00 $100.00 $100.00 $100.00 $100.00

.

This schedule is retained for reference at the time of a future year charge-off to ensure that the
correct amounts are charged to each succeeding year in which a beneﬁt)is received. The preceding
schedule would be updated at the beginning of each school year by reducing the control total by
the arhount of the first year succeeding, which is charged to expense, and by moving each figure in
the next several columns one column to the left.

To charge off the portion applicable to a new year at the beginning of that year, a journal entry is .
made, with the debit to the appropriate expenditures account and the credit to Prepaid Expenses:

This should be one of the first entries. ‘ ) ~

s

Accounting for Stores

For those school districts that maintain central stores of matgrials, it would be inappropriate to
charge the amount of cash disbursed for stores as an ’expens&fif(’)r any given year. Instead, it is
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necessary to charge as expense only the value of the stores issued during such year. The value of
stords paid for but not issued must be accrued as an asset to become a part of the ending balance at
the close of the sdgool year. The same amount in turn becomes a part of the beginning balapce of
‘tﬁe new year when ‘the books for the new year are opened.

“Unless a Stores Ifc,\olvm“ Fund has been established in accordance with provisions ‘in the
Education Codc,'paymcnts for stores are made from the General Fund, with the debit to stock
purchases within the Stores account and the credit to Cash, as in the next example.

Journal Entry

Date Account Debit " Credit
9:11.73 - 9210 Stores, purchases for stock . ) $55.10
9110 Cash’in County Treasury - . $55.10
To record supplies purchased for stock
a DY L4

When stock is issued,_an entry must be made crediting stock purchases within the Stores account
and debiting the appropriate expense account. This may be done by posting detailed requisitions to
a special journal, the accumulated total of which is posted to the General Ledger at monthly
intervals. Such posting is shown in the following exam?ﬂe\s:

T
.Stock Issued Ledger % /-J

Requisition " ' N
Date number School Account .
9-7-73 12501 Roosevelt 4300 Instructional Supples ............... $ 272
N 9-9-73 332 Garfield 4500 Other Suppliés . ........c.oivin... 7.66
9-10-73 2661 Washington 4500 Other Supplies . ......c.coi i, 12.01
9-27-73 32 Wilson 4300 Instructional Supplies 1943
Monthly Journa&( Entry - l
Date Stock Issued Ledger ) Debit Credit
9-30-73 4300 Instructional Supphies ' $22.15
4500 Other Supplies ‘ 19.67
9210 Stores, withdrawals from stock : $41.82

To record withdrawals of stores for the month of September, 1973

Stores Ledger L : >
Overhead Overhead Stock Stock Total
Date reimbursed expense purchases withdrawals stores
9-11.73 ‘ $55.10 $55.10
9-30-73 841 .82 13.28

In the event that a Stores Revolying Fund has been established, a warrant must be drawn on the
General Fund payable to the Revolving Fund in the amount of the total withdrawals in lieu of the
joumnal entry just given; but the accounts are otherwise the same.

To extend the value of stock issues, the most common practice is to compute an average price
each time new stock is received and to use this average price for extending all requisitions prior to
the néxt receipt. The data necessary to compute an average price is accumulated by maintaining
perpetual stock records for each item carried in the warchouse. Part V of this manual uontams
detailed information about methods of maintaining perpetual stock records.
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Certain expenses, other than the disbursement of cash for stoch, are usually incurred in the
operation of a warchouse. Examples of such expensts are the salaries of warchousemen or
dcliverymen, utilities, rented space, and vehicles. If stores are accounted for in the General Fund,
these other expenses may be distributed directly to the appropriate expenditure accounts or
charged to overhead expense. If a Revolving Stores Fund has been gstablished, these other expenses
would be charged to overhead expense within the Stores account ﬁl i?ieg‘c»ohing fund rather than
in the General Fund. Eventually it will be necessary to prorate these expenses to the appropriate
expense accounts; using the distribution charges as a basis for stps}k withdrawals, prorations may be
made tither as issues are made or at the end of the year. %

One method of distributing overhead incurred in ‘operating a stores warehouse is to add to the
avprage cost of cach item requisitioned a fixed percent (overhead) that is sufficient to cover all
operation expenses. This method of disfributing overlicadyallows the total warchouse operating
costs, to be distributed to applicable expenditure accounts}w\thc end of the year. Any surplus or
deficit in the net total of the two remaining overhead adcounts ig tHn prorated and distributed
among the liable expenditure accounts. ’

If overhead is not distributed along with the stock issues, then some means for eventual
distribution of overhead must be maintained. This may be done by keeping a running analysis of
withdrawals by classification of the expenditure accounts to which the charges are being made. The
totals are converted to percents of the total withdrawals at year’s end, and the total overhead
expense incurred in operating the stores warchouse is distributed to expenditure accounts on the
basis of these percents. When a.constant percent is added to issues in accounting for the above
entrics, the Jehir of the ;otal amount, including the percent for overhead, is charged to the
appropriate expenditure account. The credit, however, must be split between actual value of the
items of stock withdrawals computed at the latest average price and the amount that was obtained
by extending that value by the constant percent to cover overhead reimbursed to the Stores
account. For this purpose an overhead reimbursed account should be maintained within the Stores
account. At the end of the year, the total charges to overhead expense will be available separately
from the credits to overhead reimbursed. For the following year, percents may be adjusted to
reduce differences between the overhead amounts expended “and reimbursed. Any differences
between these two accounts at the end of the year must be charged or credited as the case may be
to appropriate expense accounts according to the value of items issued. .

As mentioned in Part V of this manual, an actual physical inventory should be taken at least once
annually, and a compuarison should be made between the control count on the perpetual inventory
and the actual count. At this time any difference should be adjusted by charging or credifing
overhead expense, by the value of any difference in the quantity on hand, with the offset to stock
withdrawyls. If at any time the warchouse is unable to complete a request because of insufficient
stocﬁ, an indication of how much was actually issued should be noted on the requisition. This will
make. possible a simple check of agreement with the perpetual inventory on that item, since the
account will now be zero, or very small. Inventory variations discovered at such times should be
accounted for when convenient, but no later than the end of the year.

Specifically, ff the Stores account is maintained in the General Fund, the net value of the
inventory will be reported in part one of the AnnualFinancial and Budget Report, both as an
ending balance for the current year and as a beginning balance for the new year. If a warechouse
Revolving Stores Fund account has been established, the net value of the inventory will be entered
on part nine of the Annual Financial and Budget Report, whiclr is for special funds. List the
accounts as “stores™ for both beginning and ending balances. Expenditures for operating purposes
will be sero in all cases,, since these expenditures are accounted for in the General Fund. Should
additional capital be added to the fund resulting from an increase in average daily attendance, the
increased capital is accounted for as a transfer expense on the General Fund and a transfer income

“
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“on the Revolving Stores Eund. Conversely, should some portion of the capital funds be returned to
the General Fund, the amount rcturned is a transfer expense on the Revolving Stores Fund and a
transfer income on the General Fund. .

In the event that the Revolving Stores Fund is established as a commeon fund of two or more
districts, duplicate Annual Financial and Budget Report forms (part nine) are prepared for inclusion
with the budgets of cach co-owner of the fund. An indication is made showing the percent of equity
of each co-owning district according to the value of its initial cash and-inventory contributions to
the established fund. =

~When- the Revolving Stores Fund is established initially, the transfer expense account in ‘the

General Fund is in the amount of cash plus inventory contributed to the fund. In this year the
General Fund will show the value of Stores as a beginning balance but will show no ending balance.
The Revolving Stores Fund of -the first year will show no beginning balange but will show a transfer
income in the total value of cash plus inventory rgggivcd and an ehding balance of Cash and Stores.

General Ledger Accounting for Building Funds  +  ° ’

Building funds are used to account for the receipt and disbursement proceeds of the sale of bonds
authorized by election and issued by a school district under Education Code Section 21701, The
major expenditures in a school district building fund are related to the purchase and improvement
of sites, construction and modification of buildings, and the purchase of equipment.

The accounting entries described earlier in this section fbr appropriations, expenditures, and
encumbrances are found in the Building Fund. Howucr there are some accounting features in this
fund that are not found in other funds. it

To illustrate the accounting for a, building fund, 4 series of typical transactions,and entries in
summary form is given, as follows*: ’

.

1. An issue of bonds totaling $5,000,000 is authorized by the voters for the purchase of sites and
the construction of buildings.

Serial Bonds Authorized—Unissued $5,000,000 /
‘Reserve for Unissued Bonds $5,000,000
F

2. The full issue is sold to the Bank of America.

Cash in County Treasury $5,000,000
Income—Sale of Bonds $5,000,000

Rederve for Unissued Bonds $5,000,000
Serial Bonds Authortzed—Unissued $5,000,000

Estimated Income $5,000,000
Appropriations $5,000,000

NOTE Because contracts cannot be let until funds are available, appropriation authontv must be withheld untii
bonds are sold. "y,

3. Construction contracts and agreements to puruhase sites are made in the amount of
$4,900, OOO

Encumbrances $4,900,000
. Reserve for Encumbrances $4,900,000

J

4. Other costs, not encumbered, are paid in the amount of $20,000.

Expenditures $20,000
Cash ’ $20,000
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5. Construction contracts ind agreements to purchase sites, previo\usly encumbered, are paid in
the amount of $4,910,000.

~

- Reserve for Encumbrances $4,900,000
Encumbrances $4,900,000 r\;%
Expenditures $4,910,000
Cash . $4,910,000 ’

6. An entry is made to close Expenditures into Appropriations. .

Appropnatiog\s $4,930,000
Expenditures ‘$4,930,000
7. An entry is made to close Income into Estimated Income. .
Income—Sale of Bonds $5,000,000 .
Estimated Income $5,000,000
-
8. An entry is made to close Appropriations into Unexpended Fund Balance. *
r
Appropriations . $70,000 R

Unexpended Fund Balance - $70,000

’ wad
s,
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, Abatement. The return of part or all of an item of
income or expenditure to its Source during the
current fiscal year. « t

- Accounting period A period of time for which
records are maintained and at the end of which
financial statements are prepared covering the
period.

Account numbers or letters. Numbers and/or let-
ters assigned to the ordinary titles of accounts
for classification of accounts and ease of
reference.

Accounts payable Amounts due and owing to pn-
vate persons, business firms, governmental units,

or otliers for goods and services purchased prior

to the end of the fiscal year. Indludes amounts
billed but not paid.

Accounts receivable. Amounts due and owing from
private persons, business firms, governmental
units, or others for goods and services sold prior
to the end of the fiscal year. Includes amounts
billed but not received.

Accrual basis. That method of accounting m\whlch
income is recorded when earned, even though
not collected, .and expenditures are_ recorded
when, the liabilities ard mcurred but not yet

r T,
paid. L) ~

Ad valorem tax A tax based on abpercent of the
value of goods or services.

Allocation. Division or distribution acc%dmg to a
predetermined plan:

Allowance. A provision for valuing an asset at net,
such as an allowance for bad debts. This valua-
tion account will net accounts receivable to
reflect collectable receivables.

Allowances Sums granted as reimbursement for
expenses or services rendered.

Apportionment. Allocation of state dr federal aid,
district taxes, or other monies among school dis-
tricts or other governmental units.

122
\\f V-1

.

Part VII ' \

~ Appropriation ledger.

Accounting ferminology

v

Apportionment notice. A document notifying
sclrool districts when monies have been depos-
ited with the county treasurer. } -

Appraisal An estimate of property value made by
the use ofy systematic protedures based upon
physical inspection and inventory, engineering
studies, and other economic factors.

Appropriatibn. An allocation of budgetary funds
made- by the governing board. for specific pur-
poses and liml"te'd as to the time when it may be
expended.

Appropriation for contingencies (formerly termed
undistributed reserve). That portion of the cyr-
rent fiscal year’s budget that is'not appropriated
for any specific purpose but is held subject to
intrabudget transfer; i.e., transfer to.other spe-
cific appropriations as needed during the fiscal
year.

A record containing an
account with each item allocated or budgeted.
Such accounts usually show the amount origi- -
nally appropriated, transfers to or from the
appropriation, amounts charged against the
appropriation, the encumbrances, the unencum-
bered balance, and other related information.

Assessed valuation. Value placed upon personal
and real property by a govemmental unit for
taxation purposes.

Assets. Anything owned that has value— tanglble=or
intangible. (See also current assets and fixed

- assets.) S

Audit An examination of documents, records, and
accounts for the purpose of (1) determining the
propriety of transactions, (2) asceértaining
whether all.transactions are recorded properly,
and (3) detérmining whether statements drawn
from accounts reflect an accurate picture of
financial operations and .t"_mhncial status.
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Availuble cash Cash on hand or on deposit in.a°

given fund that is unencumbered dhd can be uti-
lized for meeting current obligations.

“Availuble surplus That portion of the excess of
assets over liabilities not obligated for current
appropriations or for restricted purposes. (See
also unu/)pmprzu‘gi{ Jund balunce )

Avemage duily attendance (uda) Total approved
days of attendance in the school district divided
by the number of days the schools in the district
are in session for at least the required minimum
day. (Refet to Education Code Section 11251
and California Administrative Code, Title 5,

“— Education, sections 400-424.)

Balunce sheet A statement that'shows assets, liabil-

" ities, reserves, and fund balance or fund deficit
of an entity at a specific date and is properly
“classified to ‘exhibit the financial condition of
the entity as of that specific date.

Bond A certificate containing a written promise to
pay a specified sum of morfey, called the face
value, at a fixed time in the future, called the,
date of maturity, and specifying interest at a

. fixed rate, usually payable periodically.

* Bond discount. The excess of the face value of a
bond over the price for which it is acquired or
sold. (The price does not include accrued inter-
est at the date of acquisition or sale.)

Bond interest and redemp'tion fund’ A fund estab-
lished to pay bond interest and liquidate indebt-
edness when due and payable.

Bond premium. The excess of the price at which a
bond is acquired or sold over its face value. (The
price does not include accrued interest at the
date of acquisition or sale.)

Bonded debt That portion of indebtedness repre-
sented by outstanding bonds. )
Bonded debt service. Expenses incurred for interest

.and redemption of bonds. .

Bonds authorized and unissucd. Legally authorized
bonds that have not been sold and that may be
sold without the necessity of holding another

. election. r .

Budget. A p‘lan of financial operation consisting of
an estimate” of proposed income and expendi-
tures for a given period_ and purpose.

Budget document The instrument used by the
budget-making authority to present a compre-
hensi/\"e financial program of the governmental

- 123 .. ' .

>

unit. It includes a balanced statement of reve- -
nues and expenditures as well as other exhibits
to report (1) the financial condition of the sev-
eral funds of the governmental unit at the end of
the preceding completed fiscal period, (2) the

' “estimated e{ndition of the fundsat the end of
the fiscal period in progress; and (3) the esti-
mated condition of the funds at the close of the .

- ensuing fiscal period based on the financia] pro-
posals contained in the butiget document.

Budgetars accounts Accounts that reflect budget
operations, i.., estimated income, appropria-

. tions, and encumbrances distinct from the pro-
prietary aecounts.

Budgetary control. The management of busfness”
affairs in accordance with an approved plan of
estimated income and .expenditures. ,

Budgeting. The process of allocating the available
resources of an organization arporig potential
activities to achieve the objectives of the organi-'
zation; planning for the use of resources.

. Building fund. A fund established to control the

income and expenditures related to the purchase
and maintenance of school buildings, sites, and,
equipment. '

Cafeteria account. Receipts and disbursements of
the cafeteria function that are processed through
a bank. . :

Cafeteria fund. Receipts and disbursements of the
cafeteria function that are processed through the
county treasurer. -

Capital assets. Sée fixed asset

Capital outlay. Amounts paid fop’the acquisition of
fixed assets or additions tp fixed assets, includ-
ing land or existing buildings, improvements of
grounds, construction of Huildings, additions to
buildings, remodeling of Buildings, or initiatand
additional equipment.

Cash. Currency, checks, postal and express money
orders,and banker’s drafts on hand or on deposit
with an official or agent designated as custodian
of cash, and bank deposits. Any restriction or
limitations as to the availability of cash should
be indicated. - ]

Cush advance. Cash apportioned in advance of the
usual apportionment period. T

Cush_basis. Method of accounting in which income
and expenditures are recorded only when cash is
actually received or disbursed,




.

. Cash gullecﬁtium awaiting deposit. Receipts on
hand or monies in a bank clearing account await-
ing deposit in the county treasury. -

Cash discount, An allowance made on a purchase if
paid within a stated period. (The term is not to
be canfused with tfade discount.)

Cash in bank. Balances in separate bank accounts
such as student body accounts, adult education
incidentals, school farm accounts, and cafeteria
accounts. ’

Cash i county treasury. Cash balances on deposit
in the county treasury for the various funds of
the school districts. —

Chart of accounts. A list of accounts, systemati-
cally arranged, applicable to a specific concemn..
All ,account names and numbers, if any, are
listed in order. -

Chech. A bill of exchange drawn on'a bank payable
on demand, a written order on a bank to pay on
demand a .spegific sum of money to a named
person, to his order, or to bearer out of money
on deposit tq the credit of the maker. A clieck
differs from a warrant in that a warrant is not
necessarily payable on demand and may not be
nf?gotiable; it differs from a voucher in that a
voucher is not an order to pay. A voucher-check
combines the distinguishing marks of a voucher
and a check it shows the propriety of a pay-
ment and Is an order to pay.

Chuld dclé’lopment fund. A fund established to
control the financial operations of chlldren s
centers.

Classification. The naming or identification of an
itemor a category such as the designation of the
partlcular account into which a receipt or expen-
diture is to be recorded, or the separation of data
into acceptable groupings so that financial facts
can be stated more accurately.

Clearing accounts. Accounts used to accumulate
total receipts or expenditures for later distribu-
tnon among the accounts to which such receipts
or expendltures are properly allocable or for

recording the net differences under the proper °

, account. (See also revolving cash fund, prepaid
expenses, and petty cash )

Cude. (1) A distinguishing reference’ number or
symbol. (2) A statemefit of the laws of a specific
field, e.g., Education Code, Penal Code, Civil
Code, and Labor Code. '

* -
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Collier Factor. A ratio developed for each county
by the State Board of Equalization for the pur-
pose of adjusting to the statewide average the

, assessed value of the local b’roper.ty rolls in rela-
tion fo the market value thereof.

Contingent liabilities
liabilities as a result of conditions undetermined
at a given date e.g., guarantees, pending law-
suits, Judgments and appeals, and unsettled dis-
puted claims. .

Cuntracted series Expense of services rendered
, under contract by personnel who are not on the
payroll of the school system, including all related
expenses covered by the contract. ,

Countrolling account A summary account, usually
maintained in the general ledger, in which is
entered the aggregate of the debit and the.credit
postings to a number of identical, similar, or
related accounts callpd subsidiary "accounts. Its
balance equals the sum of the balances of the
detail accounts. ’

Cost. The amount of money or its equivalent value
paid or agreed to be paid for property or ser-
vices. Costs may be incurred even before money
is paid, that is, as soon as a liability is assumed.
Ultimately, however, money or its equivalent
must be given in exchange. The cost”of some
property or service may in turn become a part of

“the cost of another property or service. For
example, the cost of materials purchased will be
reflected in the cost of articles made from such
materials. .

County School Seriice Fund (C.S.S.F.). A fund

. established to control the financial operations of
the offices of county superintendents of schools.

Credit. The right side of a double-entry posting.
The credit will reduce assets and expenditures

. and increase liabilities, income, and fund balance.

Current assets. Assets that are available or can be
made readily available to meet the cost of oper-
ations.or to pay current liabilities.

Current expense of educativn. The current general
_fund operating expenditures of a school district
for kindergarten and grades one through twelve
excluding expenditures for food services, com-
munity services, and_object classifications 6000
and . 7000 (except 7250, Current Expense for
. Regional Occupational Centers or Regional

. Occupational PKQgrams).

[tems that may bécome~

.




Current liabilities Amounts due and payable for
goods and services received prior to the end of
the fiscal year. Current liabilities should be paid
within a relatively short period of time, usually
within a year.

Current loans A loan payable in the same fiscal
year in which the money was borrowed.

Debit The left side of a double-entry posting. The
debit will increase assets and expenditures and
reduce liabilities, income, and fund balance.

Debt limit The maximum amount of bonded debt
for which a ;school district may legally obligate
itself.

Debt servige Expenditures for the retirement of

debt and for interest on debt, except principal °

and interest on current loans.

Deferred charges Expenditures not chargeable to
the period in which they are made but set up as
assets to be eliminated by charges as expendi-
tures in subsequent periods.

Deferred income Income unearned in a given
penod but set up as a liability to be included as
income earned in subsequent periods.

Deficit. Excess of liabilities over assets.

Delinquent taxes Taxes remaining unpaid after the
close of the year in which levied. (See also prior
years’ taxes, in most cases the preferred term.)

Depreciation Estimated loss in value or service life
of fixed assets because of wear and tear through
use, elapse of time, inadequacy, or obsolescence.

Designated income Income received for a specific
purpose.

Development Center for Handicapped Minors
Fund A fund established to control the finan-
cial operations of development centers for
handicapped minors.

Direct expenses or costs. Expenses that can be
separately identified and charged as a part of the
cost of a product, service, or department.

. Direct support charges. Charges for a support pro-
gram and services that directly ‘benefit other
programs.

Disbursements Payments by currency, check, or
warrant. (The term is not synonymous with
expenditures.) .

Double entry A system of bookkeeping that
requires gn amount credited for every corre-
sponding amount debited. Thus, the double-
entry ledger mamtams equality of debits and
credits.
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Eurned interest income. A sum of money received
or due to be received for the use of money
loaned or invested.

Employ ee benefits. Amounts paid by the school
system on behalf of employees; these amounts
are not included -in the gross salary, but are over
and above. They are fringe benefit payments;
and while not paid directly to employees, they

.-are nevertheless a part of the cost of salariesand
benefits. Examples are (1) group health or life
insurance payments, (2) contributions to em-
ployee retirement; (3) O.A.S.D.I. (Social Secu-
rity) taxes; (4) workmen’s compensation pay-
ments, and (5) payments made to personnel on
sabbatical leave.

Encumbrances Obligations in the form of purchase
orders, contracts, salaries, and other commit-
ments chargeable to an appropriation for which
a part of the appropriation is reserved.

Endowment fund. A fund from which the income
may be withdrawn buf the principal sum of
which must remain intact or be accounted for in
accordance with the terms of the trust docu-
ment. _ :

Entitlement. An estimate of an . apportionment
based on specific qualifications.

Estimated income. Expected receipts or accruals of
monies from revenue or nonreyenue sources dur-
ing a given period. .

Expenditures  Amounts paid or Liabilities incurred
for all purposes. Accounts kept on an accrual
basis include all charges whether paid or not.
Accounts kept on a cash basis will include only
&ctual cash disbursements. (See Part III of this
manual.)

Face value. As applied to securities, the amount
stated in the security document.

Fees. Amounts collected from or paid to individ-
uals or groups-for services or for use of school or
other facilities. .

Fidelity bond A form of insurance that provides
for the indemnification of the school district or
other employer for losses arising from the theft
or dishonesty of enployees.

Fiscal year. A period of one year, the beginning
and énding dates of which are fixed by statute;
in California, the period beginning July 1 and
ending June 30.

" Fixed assets. Assetsof a permanent character having

continuing value; eg land, buildings, machinery,

-




furniture, and equipment. The term capital assets

is sometimes used in the same sense, but fixed

assets is preferred.

Full-time equualent The ratio of time expended in
a part-time position to that of a full-time posi-
tion. The ratio is derived by dividing the amount
of employed time required in the part-time posi-
tion by the amount of employed time required
in a corresponding full-time position.

Function. An act, sgrvice, or group of services
proper to a person, thing, or institution and
aimed at accomplishing a certain end.

Functional accounting A system of accounting in
which records are maintained to accumulate

income and expenditure data by purpose and

usually are further classified within generalized
functional areas such as instruction, administra-
tion, or operations.

Fund. A sum of money or other resources set aside
for the purpose of carrying on specific activities
or attaining certain objectives in accordance
with special regulations, restrictions, or limita-
tions. A fund is a distinct financial or fiscal
entity.

Fund balance The dlfference between assets and
‘Tiabilities.

Funded debt. See bonded debt, the preferred term.

General fund~The fund used to finance the ordi-

nary operations of the school district. It is avail- .

able for any legally authorized purpose.

" General ledger A book, file, or other device in

which accounts are kept to tRe degree of detail
necessary to summarize the financial transac-
tions of the school system. .General ledger
accounts may be kept for any group of items of
rei:eipts or expenditures on which an administra-
tive officer wishes to maintain a close check.
Gencral purpose tax rate. Tax rate authorized by

legislative statute or by an election held in the

_ school district for the purpose of acquiring tax
income for the general operation of the scfiool
district.

General reserve An account to record the reserve
budgeted to provide operating cash in the suc-

ceeding fiscal year until taxes and state funds

became available. '

Gift. Anything of value regéived from any source
for which no repayment or service to the con-
tributor is expected. , ’

1
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Grude level  Assigned clagsification of pupils
according to age and progress.e.g., kmdergarten
first grade, and so forth.

“*Grant A contribution, either in mone’? or material

goods, made by one entity to another. sGrants
may be for specific or general purposes.

Grantsin-ard Outright donations or contributions,
usually by a superior governmental unit, without
the prior establishment of conditions with which
the recipient must comply.

Holding accounts Suspense accounts used tempo-
rarily to accumulate costs that will ultimately be
charged to other using programs.

Income Revenue and nonrevenue receipts. Reve-
nue receipts are additions to assets for which no.
obligations are incurred. Nonrevenue receipts are
receipts of money in exchange for property of
the school district or for which the district
incurs an obligation.

Indirect expense and vverltead Those elements of
indirect co$t necessary in the operation of the
district or in the performance of a service that
are of such nature that the amount applicable to
each accounting umt cannot be separately iden-

‘tified. :

Indirect support charges. Routine services not per-
formed as a special service for a particular pro-
gram but allocated to using programs.

In lieu of taxes. Income to replace the loss of tax
revenue resulting from property exempted from
taxation.

Interest. A fee charged a borrower for the use of
money.

Interfund accounts. Accounts in whith transac-
tions between funds are reflected. .

Interfund transfers. Money that is taken from one
fund under the control of the Board of Educa-
tion and added to another fund under the
board’s control. Interfund transfers are not

" receipts or expenditures of the school system.

Internal audit. An examination made by school dis-
trict employees whose duty it is to make contin-
uous or periodic checks on the reliability of the
school district’s accounting and reporting proce-
dures.

Internal control. A plan of organization under
which employees' duties are so arranged and
records and procedures so designated as to pro-
vide a system of self-checking, thereby enhanc-




ing accounting control over assets, fiabilities,
income, and expenditures. Under such a system
the employee’s work is subdivided so that no
one employee performs a complete cycle of
operation; such procedures call for proper
authorization by designated officials.

Intrabudget transfers Amounts transferred from
one appropriation accgunt to another within ‘the
same fund.

Inventory A detailed list showing quantities and
description of property on hand at a given time.
It may also include units of measure,-unit prices,
and values. \

Investments Djsbursements of cash for the pur-
pose of generating income. ‘

Investment in fixed assets  The book value of fixed
assets.

Invoice An itemized statement of charges for mer- -

chandise sold or services rendered to the pur-
chaser.

Job account An account established to record the
accuinulation of costs of a specific piece of
work; work orders showing charges for material
and labor used. '

Journal Any accounting record in which the finan-

cial transactiong of the school district are for-
mally recorded for the first time; e.g., the cash

receipts\ book, check register, and journal

voucher.

Journal voucher. A form provided for the record-
ing of certain transactions or information in
place of, or supplementary to, the journal or
registers.

Judgments. Amounts due to be paid or collected
by the school district as the result of court deci-
sions. R

Ledger A group of accounts in which are recorded
the financial transactions of a governmental unit
or other organization. (See also general ledger
and appropriation ledger.)

Level Adivision of the management levels described
by the program structure of the district.

Levy The imposition of taxes or special assess-
ments for the support of governmental activities,

. also, the total amount of taxes, special assess-
ments, or service charges imposed by a govern-
mental unit. ‘ )

Liabilities Legal‘ obligations (exclusive of encum-
brances) that are unpaid.

{I/c span (grade span). Broad group classification
of pupils or students according to age and prog-
ress, i.e., preformal, elementary, secondary, and
adult. <

Long-term loan A loan that extends for more than
five years from the date the loan was obtained
and is not secured by serial or term bonds.

Lump-sum appropriation. An appropriation made
for a stated purpose or for a named department
without the amounts that may be spent for par-
ticular object classifications being specified.

Modified assessed valuation Local assessed valua-
tion adjusted by application of a ratio known as
the Collier Factor and other factors when appli-
cable; e.g., motion picture, Redevelopment
Agency, and so forth. '

Modified cash basis (modified accrual basis) Any -
method of accounting that combines the con-
cepts of cash basis accounting with those of
accrual accounting

Multiy;ar financial plan.. A plan that presents
financial estimates of programs in tabular form
for a period of years. These estimates should
reflect the future. financial impact of current
decisions. The data in the MYFP should be orga-
nized along the lines of the program structure.

Object As used in an expenditure classification, a
‘term that applies to the article purchased or the
service obtained.

Obligations Amounts that the school district may
be legally required to meet out of its resources.
They include not only actual liabilities but also
unliquidated encumbrances. (See also liabilities.)

Order (for payment) A written demarid of the gov- .
‘erning board of a school district requiring ‘the
county superintendent of schools to draw his
requisition on the county auditor for the pay-
ment of a claim against the school district.

Overdraft. The amount by which checks, drafts, or
other demands for payment on the treasury or »
on a bank account exceed the amount of the
balance upon which they are drawn, or the
amount by which encumbrances and expendi-
tures exceed the appropriation to which they are
chargeable.

Overhead Elements of indirect cost necessary in |
the operation of the school district or in the
performance of a service that are of such nature

-
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that the amount applicable to each accounting
unit cannot be determined readily and accurately.

Override tax rate. A tax rate levied at the discre-

- tion of the school board for a specific purpose.
The tax income received from this source may
be used only for the designated purpose. Over-
ride tax rates may be levied in addition to the
general purpose tax rate.

Par value The price at which securities are issued.

Pavroll regus ter A document accompanying one or
more orders on a school district fund for the
payment of salaries or wages to employees that
contains tlie names of such employees and pro-
vides information substantiating such orders.

Pairoll warrant A document used as an order or a
requisition on funds of a school district for the
purpose of paying salaries or wages.

Personal nroperty  All property except real estate.

Petny cash A sum of money set aside for the pur-
pose of making change or immediate payments
of small amounts. (See also revolving cash
fund) o .

Prepaid expenses Items for which payment has
been made but for which benefits have not been
realized as of a certain date; e.g., prepaid rent,
prepaid interest, and premiums on unexpired
insurance. Benefits and corresponding charges to
expenses will be borne in future accounting

* periods. |

Prior vears’ taxes Taxes collected within the cur-
rent fiscal year for levies in previous fiscal years.

Program (noun). A group of related activities con-
sisting of a unique combination of objects that
operate together to accomplish common ends.

Program accounting A system of accounting in
which records are maintained to accumulate
income and expenditure data by program. (See
Part I of this manual.) .

Program costs. Costs incurred and allocated by pro-
grams rather than by organizations. Program
costs should be those direct costs that are essen-
tial to maintain th; program. (See also direct
costs.)

Program defmninons. See Part I and Exhibit I-D in
this manual. g

Program structure. The hierarchical arrangement of
programs that represent the interrelationship of
activities to goals and objectives. The program
structure contains categories of activities with

common outputs and objectiveés. Programs may
cut across existing departments and agencies.

Property. tav rate See tax rate.

Proprictary  account  An account reflecting the
assets and liabilities of the district.

Prorating The allocating of expenditures or
income from a single source to two or more
accounts to show the .correct distribtition of
charges or income. i

Protcsted taves Tax money paid under protest and
held by the county-auditer pending settlement ~

. of the protest. ,

Purchase order A document which, issued to a_
vendor. authorizes the delivery of specified mer-
“chandise or the performance of certain services
and the making of a charge for them.

Real property. Property consisting of land, build-
ings, minerals, timber, landscaping, and all
improvements thereto.

Rebates Abatements or refunds.

Recewts, nonrevemie. Amounts received that

- either incur an obligation that must be met at
some future date or change the form of an asset
from property to cash and therefore .decrease
the amount and value of school property.
Money received from loans, sale of bonds, sale -
of property purchased from capital funds, and
proceeds from insurance adjustments constitute
most of the nonrevenue receipts. .

Receipts, revenue Additions to assets that do not
mcur an obligation that must be met at some
future date and do not represent exchanges of
property for money. ‘

Reclassiﬁ'cation. Redesignation of current year’s
income or expenditure items previously posted
o one account and later determined to be more
properly charged to a different account,

Refund. An amount paid back or credit allowed on
account of an overcollection.

Registered warrant A warrant, that is registered by
the county treasurer for future payment on
account of present lack of funds and that is to
be paid with interest in the order of its registra-
tion.

Registers A listing of transactions of like kind that
may be totaled and summarized for convenience
in posting, e.g., payroll registers, warrant regis-

ters, and attendance registers.
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Reimbursement Cash or other assets received as a
repayment of the cost of work or services per-
formed, or repayment of other expenditures
made for or on behalf of another governmental
unit, fund, or department. (See also refund.).
_ Requisition A document submitted initiating a
purchase order to secure specifigd articles or ser-
vices. :

Reserve An amount set aside to provide for esti-
mated future expenditures or losses, for working
capital, or for other specified purposes.

Reserie for encumbrances A reserve representing
the segregation of a portion of a fund balance to
provide for unliquidated encumbrances. Sepa-
rate accounts may be maintained for current and
prior year encumbrances.

Resources All assets owned including land, build-
ings. cash, estimated income not realized, and, 1n
certain funds, bonds authorized but unissued.

Restricted funds. Monies the use of which is re-
stricted by legal requirements. - ;

“Revenue 'Addition to assets not accompanied by
an obligation to perform service, or deliver
- products.

Revolving cash fund. A stated amount of money
used primarily for emergency or small or sundry
disbursements and ‘reimbursed periodically
through properly documented expenditures,
which -are summarized and charged to proper
accounting classifications. X

Sules and use tax Tax imposed upon the sale and
consumption of goods and services. It can be
imposed as a general tax on the retail price of all
goods and services sQld within the school system

.jurisdiction with few or limited exemiptions or as

a tax upon the sale or consumption of selected
goods and services. Separate accounts may be
maintained for general sales taxes and for selec-
tive sales taxes. .

Schedules  Explanatory or supplementary state-

" ments that accompany the balance sheet or’

other financial statements.
Secured roll Assessed value of real property, such

as land, buildings, secured personal property, or
anything permanently attached to land as deter-
mined by each county assessor.

Securmcs Bonds, notes, mortgages, or other forms
“of negotlable or nonnegotiable instruments.
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Self-contained classroom. A classroom in which a
teacher usually instructs one group of students
in a majority of the instructional programs for a
school year. Self-contained classrooms are usu-
ally found at the elementary school level.

Serial annuity bonds. Notes or other evidences of
obligation in which the annual payment of prin-
cipal and inferest combined are approximately
the same each year.

Serial bunds. Notes ‘or other evidences of obliga-
tion redeemable.by installment, each of which is
to be paid out of income of the year in which it
matures.

Shared revenue. Revenue levied by one govern-
mental unit but shared, usually in proportion to
the amount collected, with another unit of gov-
ernment or class of governments.

Short-term lvans A loan payable in five years or
less but not before the end of the current fiscal
year. (See also current loans. ).

Sita. The location of a school or a central adminis-
trative unit. \

Source document. Any voucher or other data that
supports an entry in the accounting records.

Special audit An examination of the accouriting
records having a specific purpose, or a general
examination in addition to or m extension of
the usual examination.

Specifications. Those particular qualities required
of products or services. . .
Statements. Formal written presentations settmg
forth financial information. The term includes'

exhibits, schedules, and written reports.

State School Fund. Monies provided by statute to
the State Department of Education for distribu-
tion to ‘school districts on a predetermined
formula. .

Stores. Goods on hand in storerooms subject to
requisition.

Student body fund. A fund to control the receipts
and disbursements of student association .
activities. \ .

Subsidiary account. A related account that sup-
ports in detail the debit and credit summaries
recorded in a controlling account. .

Subsidiary ledger. A group of subsidiary accounts,
the sum of the balance{ of which equal the bal-
ance of the related controlling account.
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Subvention Provision of assistance or financial
support, usually from a superior governmental
unit. . ‘

Stmmary. Consolidation of like items for account-
ing purpgses.

Supply. A material item of an expendable nature
that is consumed, wears out, or deteriorates in
use. or one that loses its identity through fabri-
cation or incorporaton into a different or more
complem\unit or substance.

Surety bond A written promise to pay damages or
to indemnify against losses caused by the party
or parties named in the document through non-
performance or through defalcation: e.g., a
surety bond given by a contractor or by an offi-
cial who handles cash or securities. -

Surplus The excess of assets over liabilities.

Suspense account An account to which postings
are mage temporarily pending determination of
tle proper account to be charged or credited.

Suspense clearing An account that carries tempo-
rarily pending charges or credits to the proper
account or accounts to which they are to be
posted.

Tax anticipation notes Instruments issued to

" secure monies borrowed in expectation of
receipt of tax-funds.

Tax liens Claims by governmental units upon
properties for which taxes levied remain unpaid.

Tax rate The amount of tax stated in terms of a
unit of the tax base.

Tux rute limit The maximum rates of tax that a
governmental unit may levy.

Tax redemption Proceeds from the sale of tax-
delinquent property.

Tax relief subientions Funds ordinarily paid to
compensate for taxes lost because of tax relief
measures.

Tax roll The list showing the amount of taxes
levied against each taxpayer or property.

Tuxes Compulsory charges levied within its bound-
aries by a governmental unit against the income
or property of persons, natural or corporate, to
support its activities.

Tuxes receivable. An asset account representing the
uncollected portion of taxes levied. .

Term bunds. Bonds of the same issue maturing at a
specified time or for a specified period.

-

Test chech The verification of selected items on
the assumption that those selected are represen-
tative of the entire group from which they are
selected. If no errors are found, the unchecked
items in the group are assumed to be correct.

Trade discount A reduction of the list price, usu-
ally expressed as a percent and related to volume
of business transacted. (The term is not to be
confused with cas/t discount ) .

Trailer coach fees. Assessments collected from
owners of trailer homes, which constitute per-
sonal property used in lieu of taxable real
property.

Transfer Interdistrict or interfund payments or
receipts not chargeable to expenditures or cred-
ited to income. Certain budget revisions are
often referred to as transfers.

Trwal balance A list of the balances of the accounts
in a ledger k&pt by double entry, with the debit
and credit balances shown in separate columns.

- If the totals of the debit and credit columns are
equal or if their net balance agrees with a con-
trolling account, the ledgers from which the
figures are taken are said to be “in balance.”

Trust fund. A fund consisting of resources received
and held by the school district as trustee to be
expended or invested in accordance with the
conditions of the trust.

Tuition. An amount charged for educational ser-
vices provided to a student.

Unappropriated fund balance. The portion of a
fund balance not segregated for specific pur-
poses. All assets and estimated income available
for appropriation are credited to -the account
and General Reserve, budgeted appropriations ,
and other obligations are debited. The net value,
of the account represents the unappropriated
fund balance. ‘ '

Unencumbered balance. That portion of an appro-
priation or allotment not yet expended or obli-
gated. . '

Unit coust. The_total expenditure for a product,
program, or service divided by the total quantity
obtained or some other quantitative measure,
e.g., total expenditure divided by number of stu-
dents equals cost per student.

Unrealized income. Estimated income less income
received to date, also, the estimated income for
the remainder of the fiscal year.
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Unsecured roll Assessed value of personal property
other than secured property. ———

Withiiolding The proc'ess of deducting from a sal-
ary or wage payment an amount, specified by
law or regulation, representing the estimated
federal or state income tax of the individual that
the ‘'employer must pay to the taxing authority. -

Work i process An asset representing the value of

Voucher. Any document that supports or verifies a
certain transaction.

Voucher warrant A form embodying a- warrant

and voucher in one document.

Wafrant A written order drawn by the governing
board or its authorized officer(s) or em-
ployee(s), approved by the county superin-
tendent of schools, and allowed by the county

Work order.

partially completed work.

A written guthorization for the per-
formance of a particular job containing a de-
scription of the nature and location of the job
and specifications for the work to be performed.

auditor, directing the county treasurer to pay a Such authorizations are usually assigned job

specified amount to a designated payee. | numbers, and provision is made for accumulat-
Warrants pavablc The face amount of warrants ing and reporting labor, material, and other
outstanding and unpaid. “costs.
—_ gL !
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Alpha. The term used to indicate letters of the
alphabet as opposed to numbers.

Alphanumeric. A term used to indicate a combina-
tion of letters, numbers, and special symbols
such as punctuation or mathematlcal notatlon

Automated data processing (ADP). The continuous
integrated operation of data processing in which
automatic machines are used; different from
manual data processing.

Batch A controlled group of data gathered to-
gether for processing or balancing.

Batch progessing. A technique by which items to
be processed must be coded and collected into
groups before processing. .

Binary number system. An mtemal numbering

system incorporated by computers which uses a

base of two, expressed as O or 1 (as opposed to

the decimal system, which uses a base of ten).

Block diagram. A graphic presentation of a system,
«computer, or program in which selected portions

~ are represented by boxes and interconnecting
lines (See also flow chart.)."

Bug. A mistake, malfunction, or omission in the
design of a program or computer.

By-product information. Data, which, as a result of
being tabulated in a particular fashion or as a
result of being processed for other than the area
of specific design, becomes available for existing
"records created for an entirely different purpose.

Card punch. A machine that encodes data into tab-
ulating cards in the form of a pattern of round
or rectangular holes; card punches may be acti-
vated by a computer or from a keyboard (See
also key punch.).

Cathode ray tube (CRT). A device similar to a tele-
vision screen upon which data can be stored or
displayed.

~

.

Data Processing Terminolqu , -

Central processing unit (CPU) That portion of a

computer containing the arithmetic, logic, con-
trol, and in some cases, main storage units.

Character reader. A machine that optically scans
alphabetic, numeric, or special characters pre-
viously entered on a document (usually by high-
speed printer, typewriter, or imprinter).

Code. A system of rules or signals for using a set of
characters to represent data or instructions.

Collating. Comparing and merging two or more
similarly sequenced groups of items into one
sequenced group. ,

Common Business-Oriented Language (COBOL). A
computer programming language using basic
English phrases designed for business applications.

Common language. A single code used by several

devices (for example, typewriters, calculators,
and transmitters) manufactured by different
companies.

Compilation. Preparation. of a machine language
program by translation of each symbolic coded
instruction into two of more machine language
instructions.

Data. Basic elements of information—facts, num-
bers, letters, or symbols—with or w1thout a com-
puter.

Data collection. The act of bringing data from one
or more points to a central point.

DPata communication The transmission*of data
from one point to another. |

Data processing A series of planned actions and*

operations upon data’ to achieve a desired result. .

Data processor. A group of people and/or machines
organized and acting together to process data.
Debugging. Finding and removing the mistakes

. from the design of a program or computer,
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Electronie data processing (EDP) A term referring
to equipment that processes data by electronic
means, i.e., analog and digital computers.

Flow chart A graphic representation of the major
steps of work in process. (See also bloch diagram ).

Fortran (FORmula TRANslation). A programming
system that converts mathematical statements
into computer language.

Hard copy  Any printed copy of machine output,

e.g., reports, listings, documents, or other copy

in the form printed out by a computer. )

Hurdware The physical equipment or devices
which together comprise a computer and associ-
ated data processing machines, the mechanical
or machine portion of a computer system.

Information Faets and intelligence that result
from data processing operations.

Intormation retrieval The methods and pro»edures
for recovering specific information from stored
data,

. Input Transfer of external information into the

central processing unit or into an intermediate
data-processing storage device.

Inquiry station A remote terminal device, such as
a typewriter keyboard, from which interrogation
of the contents of a computer’s storage can be
made.

Key punch. A card punch activated by a key board
(See also card punch.). A

Language. A system for representing and communi-
cating information between people and/or
machirnes.

Lines per minute ( LPM)- The rate of printing speed

of output printers.

Magnetic disc. A flat, circular plate with a surface
that can be magnetized to store data.

Magnetzc tape A plastic or mylar strip coated with
a' metallic oxide upon which data can be re-

. corded in magnetized spots.

Mark reader A machine that optically scans marks
entered (usually manually) in specific posi-
tions on a form and assu;ns values based on such
posmons

Mark sense Pencil strokes generally entered on
bubbles on a punch card that can be read elec-

ically by a machine.

Optzcal character recognition (OCR). A general
term referring to the technique of using ma-

)
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chines for optical reading of characters, symbols,
or marks from a-printed input document.

Optical scanner A device that optically reads
printed or written data, which is stored or
entered into a computer. )

Output Information transferred from internal stor-

age to output devices to produce cards, tapes,
business forms, reports, and so forth.

Paper tape. A ribbon-like strip of paper, one inch
or less inr width, used as a means of recording
data in the form of coded perforations.

Peripheral equipment The auxiliary machines that
may be placed under the control of the central
computer, e.g., card readers, punches, and high-
speed printers.

Printout Dlsplay of gomputer-pro;esxd informa-
tion as hard copy.

Program A series of instructions that tell the com-

puter in minute detail how to process data.

Programmer A person who prepares problem-
solving procedures and flow charts and who may
also write-and debut programs.”

Random access A storage technique in which the
computer can find one bit of data as quickly as
“any other, regardless of its specific location in
storage, without requiring a sequential storage.

Real-time processing A method of processing data
in which the machine begins to function at the

- moment of initial input so that there is virtually
no passage of time between inquiry and result.

Softwafe Written programs and routines used to
extend the capabilities of computers.

Source document. Any form from which data are
taken for processing.

Storage. The retention of data for future retrieval

Test routine A program designed to show whether
or not a computer is functioning properly.

Throughput. Productivity based on all facets of an
operation; e.g., a computer fhat can read, write,
and compute simultaneously would have a high
throughput rating proce‘%sing through the system.

Tune-sharing Using a computer to process multiple
requests by independent users and providing,
responses rapidly so that each user feels that the
computer is entirely at his disposal. .

Unit record equipment Computerized auxiliary
equipment such as card readers, collators, and
interpreters.

Upduting Revising so as to include current data.
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